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Faculty Senate

September 6, 2022
3:00 – 4:30 pm
Merrill Cazier Library – 154
AGENDA
3:00

Call to Order .................................................................................................................John Ferguson
Approval of Minutes – April 25, 2022 & May 2, 2022
General Remarks for 2022-2023 AY – Senators Responsibilities ...................................John Ferguson

3:10

University Business ..................................................Noelle Cockett, President | Larry Smith, Provost

3:25

Information
HR Policy Changes ......................................................................................................... Doug Bullock
325 Summary of Changes | Redline | Final
329 Summary of Changes | Redline | Final
345 Summary of Changes | Redline | Final
353 Summary of Changes | Redline | Final
367 Summary for Removal

3:45

Reports
Empowering Teaching Excellence Annual Report .................................... Neal Legler | Travis Thurston

3:50

Old Business

3:55

New Business
403:1-2 Academic Freedom | 403.3 Standards of Conduct
Track Changes | Final (first reading)..................................................................................................... Scott Hunsaker
New Subcommittee for Faculty Code 410 ......................................................................John Ferguson

Adjourn:

Zoom Link (statewide campuses only)

1435 Old Main Hill | Logan, UT 84322-1435 | (435) 797-0121 | usu.edu/fsenate

FACULTY SENATE MINUTES
May 2, 2022
3:00 – 4:30 pm
Merrill Cazier Library – 154 (Zoom)
Call to Order - Boyd Edwards
Announcement of Faculty Senate President-Elect - Boyd Edwards
Maureen Hearns was announced as the 2022-2023 Faculty Senate President-Elect. She will replace
John Ferguson as he now will be the Faculty Senate President. Maureen stated that she is grateful for
the opportunity to serve and is looking forward working with the faculty senate.
Concluding Remarks, Passing of the Gavel - Boyd Edwards
Boyd Edwards thanked the faculty senate for their support and hard work during the 2021-2022
academic year. He was presented a gift and plaque by John Ferguson. Boyd then gave John the
perpetual faculty senate gavel. A framed emeritus certificate was given to Timothy Taylor.
College Caucus to Elect FSEC Members – Two-year terms are standard. Senators must
have served one year in the Senate to be eligible. Colleges needing a new FSEC member
are:
•
•

College of Engineering
USU Eastern

Adjourn: 3:10 pm
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FACULTY SENATE MINUTES
April 25, 2022
3:00 – 4:30 pm
Merrill Cazier Library – 154 (Zoom)
Call to Order - Boyd Edwards
Approval of Minutes – March 28, 2022
Minutes approved as distributed.
University Business - Noelle Cockett, President | Frank Galey, Provost
President Cockett – Reorganization and structure changes. Frank Galey is retiring as Executive Vice
President (EVP) and Provost effective July 1, 2022. Extremely appreciative of all of his efforts and work
he has contributed to Utah State University. In moving forward, the President would like to change the
position. She would like to split it out to two separate positions. One for executive vice president and one
for provost. The thinking is that it allows the provost to follow one of the aspects of the title which is Chief
Academic Officer (CAO). The CAO is not only involved in credit bearing classes but has moved into
technology education due to USU Eastern. On the EVP side it is a Chief Operation Officer position. It
has gotten a lot more complicated with many new offices and units and it makes sense to bring those in
under one umbrella. The Vice Presidents will continue to report to President Cockett. USU has a very
deep pool and she doesn’t feel the need to do an external search for these positions. Would like to have
these positions in place before July 1. Have reached out to specific groups for recommendations for
these positions. She is reaching out to the faculty now as well. Send the recommended names to
President Cockett. Some of the other searches will be resolving themselves within the next few weeks.
USU has hosted two candidates for the position of Vice President for Diversity, Equity, and Inclusion.
Now pursuing a formal offer and later this week or first of next week the announcement will be made.
Also working on a strategic plan for the university. A working group has been put together to work on this
strategic plan. It is a really exciting time to fill the positions and get going on the next five years.
Provost Galey – has really enjoyed working with the faculty the university. The faculty has been
remarkable in their work. In the next few days, he will be attending statewide campus commencements.
Looking forward to having the faculty join this celebration, not just the students. The College of Natural
Resources Dean search offer is being made and an announcement will be forthcoming. Thanks to Paul
Barr for managing these searches and keeping the faculty members involved and engaged.
Information
Education Policies Committee – April 7, 2022 - Paul Barr
General Education – approved one gen ed designation. Discussions regarding the breadth of the rubrics
for general education designations. The consensus was that they should be broad. If they are too narrow
it would cause problems with course offerings.
Academic Standards – no meeting.
Curriculum Subcommittee – no course approvals. Approved nine R401s.
Reports
Budget and Faculty Welfare Annual Report - Jan Thornton
Motion to approve the Budget and Faculty Welfare Annual Report made by Maureen Hearns. Seconded
by John Ferguson. Report approved.
Thanks to the committee for all the hard work they put in. Met four times this academic year. Committee
recommended that the majority of the allocation goes to the cost of living. President Cockett was very
helpful and supportive in this. Mental health issues are being worked on. When the committee started it
Faculty Senate
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was a very lean. Recommend going forward with a little more continuity. Already selected the chair for
next year and it will be Don Busenbark
.
Committee on Committees Annual Report - Crissa Levin
Motion to approve the Committee on Committees Annual Report made by Joel Ellsworth. Seconded by
Danielle Ross. Report approved.
Working on continuity on the committees. Filled committees and faculty senate membership. Waiting to
hear who the chair-elects will be for the upcoming academic year. Matched requests only to those
colleges who need positions filled. Committees will be filled next week and emails will go out to the
committee members. Cleaning up the issue of making sure faculty code is met so that there is always an
accurate committee. Looking at making manuals for committees and chairs that will help with continuity.
Calendar Committee Annual Report - Renee Galliher
Motion to approve the Calendar Committee Annual Report made by John Ferguson. Seconded by
Sunshine Brosi. Report approved.
Met last fall and approved a 2023-2024 academic calendar. Recommended a 2024 holiday calendar. Try
to make sure that calendar aligns USU’s spring break with the basketball finals and federal and state
holidays. Discussing Juneteenth and what USU should do about it. Utah has declared it a state holiday,
however, the USHE system has not declared it a holiday. It could be a possibility, in the future to add
Juneteenth as a holiday. Juneteenth will be a no class day beginning in 2023.
Recruitment and Retention Annual Report - Heidi Kesler/Katie Jo North
Motion to approve the Recruitment and Retention Annual Report made by . Seconded by . Report
approved.
Recruitment has been in person this year and it has been great to meet with individuals. Held 29 open
houses across the country and they are seeing good numbers that are like the numbers pre COVID.
New initiatives: one is the Utah State promise. Also have an earned admission program. Personalized
financial aid videos have gone out to help students. Offered over 3,000 housing and dining grants in the
last week. Enrollment is looking good, and all indicators are positive. Have set some aggressive goals.
Old Business
N/A
New Business
Faculty Code 403 Current | Changes | Final Clean - Scott Hunsaker
Code on Academic Freedom and Professional Responsibility. 403.2.1 is a new section. Legal office
raised the issue that the code is for what faculty should do and not what everyone else should do.
Motion to move the Faculty Code 403 to the Council of Deans made by Scott Hunsaker. No second
needed. Moved to Councils of Deans.
Faculty Senate President Elect - Boyd Edwards
Entertain nominations from the floor for Faculty Senate President Elect. This is a three-year
appointment. Senators will receive an email with the ballot. Term begins July 1. Rachel Nardo nominated
Maureen Hearns. Jennifer MacAdam nominated Corey Christiansen. Winner will be announced next
week.
Faculty Senate Executive Committee Membership - Boyd Edwards
(College of Engineering – USU Eastern)

President Edwards will send an email to College of Engineering and USU Eastern senators to get
members for the Faculty Senate Executive Committee.
Format for 2022-2023 Faculty Senate Meetings - John Ferguson
Will transition to fully in-person. Statewide campuses will still join via Zoom. Deans will appointment
senators that will include faculty from the statewide campuses rather than having the statewide
campuses broken out individually. Next year will be a transition year.

Faculty Senate
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May 2 Faculty Senate Agenda Discussions - Boyd Edwards
Motion to add Promotion Raises and COLA made by Benjamin George. Seconded by Corey
Christiansen.
Resolution sponsored by Faculty Senator Vicki Allan. “The USU Faculty Senate endorses the petition in
Support of Promoted Faculty Receiving Cost of Living Adjustments (COLA) beginning Spring 2022
(signatures and comments). The Senate urges the USU administration to separate COLA and promotion
raises and to remedy the associated salary inequities and compression.” President Cockett stated that
there shouldn’t be an expectation of receiving promotion and tenure and COLA.
In Favor = 20
Opposed = 23
Motion does not pass. Resolution not adopted.
“The USU Faculty Senate expresses its appreciation to the Utah State Legislature for the 5.75% salary
increases that were authorized this year.”
Motion to discuss resolution of gratitude for the Utah Legislature regarding the monetary increase made
by John Ferguson. Seconded by Corey Christiansen. Resolution approved.
Adjourn: 4:30 pm
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ITEM FOR ACTION
Re: Amendments to USU Policy 325: Staff Employee Grievance (formerly Employment Grievance Procedures)

Key
•
•
•
•

Red – Deletions
Blue – Additions
Black – Original to Policy
Green – Movements of original text placement
SUMMARY OF CHANGES

•

Retitled and Reformatted Policy- Took “procedures” out of policy title. Reformatted content
to align with new policy format including adding Purpose and Scope. Clarified and updated
language, definitions, and policy references throughout.

•

Clarified Scope and Referral of More Serious Issues- Clarified a grievable adverse action
and HR being available to consult. Reiterated that allegations of discrimination, sexual
harassment, or abusive conduct should be referred to the Office of Equity or the Office of
Human Resources per Policy 303: Affirmative Action/Equal Opportunity; 305: Discrimination
Complaints; 339, 339A, 339B, and 340 related to Sexual Misconduct; and/or 321: Respectful
Workplace.

•

Updated SEA Language, Committee Makeup, General Counsel Advising, and SEA
President’s Role- Updated old references to Professional Employees Association (PEA) and
Classified Employees Association (CEA). Gave SEA President discretion to select a 3-member
grievance committee (was 5 members with 2 from PEA, 2 from CEA, and 1 from President).
Committee members should not be from same department nor have a conflict of interest to
minimize potential bias. Legal Affairs will provide advising to the Committee.

•

Updated Timelines- In an effort to achieve more timely resolution and closure for all parties,
tightened time frames to file a grievance.
o Within 60 calendar days (versus 90 calendar days) to file initial grievance (30 days
remains for terminated employees under Policy 399: Termination of Exempt and Nonexempt Staff).
o Within 5 working days for HR to coordinate with SEA President to form a committee
(was 7 working days).
o Within 15 working days to hold grievance committee meeting (was 20 calendar days).
o Within 10 working days from committee meeting for committee to submit written
summary and determination to president (was 20 calendar days).
o Within 10 working days for president to issue final binding decision and distribute to
parties (no change).

•

Clarified/Strengthened USU Leadership’s Responsibilities- Added language for
supervisors to promote the university’s philosophy of fair and equitable treatment of all
employees.

•

Updated University President Responsibilities- Deleted reference to president appointing
an administrative member to the grievance committee as part of SEA language cleanup.

University Policy 325: Staff Employee Grievance
Category: Human Resources
Subcategory: General
Covered Individuals: Benefit-Eligible, Staff Employees
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2010/03/26
Previous USU Policy Number: N/A

POLICY MANUAL
GENERAL

Number 325
Subject: Employment Grievance Procedures
Covered Employees: Professional and Classified Employees Date
of Origin: January 24, 1997
Effective Date of Last Revision: March 26, 2010

POLICY

325.1 PURPOSE AND SCOPE
The UniversityUtah State University (USU) embraces the philosophy of fair, respectful, and equitable
treatment of for all Utah State Uuniversity employees (USU Policy 321: Respectful Workplace). This
Ggrievance procedures policy provides have been developed to assist benefit-eligible,, staff employees a
formal review process for adverse actions taken against them when informal attempts to resolve
complaints have not achieved a satisfactory resultin resolving problems. Employees will not be subject to
intimidation or other negative treatment for initiating a grievance review.

325.2 POLICY
2.1 Eligibility and Filing

http://www.usu.edu/policies/325/
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Benefit-eligible staff employees may file grievances under this policy. Staff employees should attempt to
resolve all grievances informally through their immediate supervisors or the next level of supervision.
Faculty and at-will personnel (USU Policy 390: Employment-at-Will) are not eligible to file staff grievances
under this policy.
However, before filing a grievance, staff employees are required to make the best efforts and attempt to
resolve problems or complaints informally with their immediate supervisor or the next higher level of
supervision. The formal review process should be used oOnly when the an staff employee employee has
not received satisfactory resolution of his/her problem through informal methods should this formal review
process be used as outlined in section 2.3.4. Only adverse actions, as defined in this policy, are eligible
for review. The Office of Human Resources is available to consult with supervisors and/or staff employee
regarding employment issues or concerns where needed.
The Office of Human Resources serves as an advisor for procedural questions and will coordinate the
grievance process to ensure time limits and procedures are followed according to the policy.
Employees will be given reasonable time off with pay during scheduled working hours to participate in the
grievance process.
If any steps in this policy are impractical for any reason, a representative of the Office of Human
Resources will suggest an alternative process which, to the extent possible, will assure the grieving
employee fair and adequate consideration of the problem or complaint.
Problems or complaints involving Allegations of discrimination in violation of USU Policy 303: Affirmative
Action/Equal Opportunity, Policy 305: Discrimination Complaints, and/or Policies 339, 339A, 339B, and
340 related to Sexual Misconduct must be on the basis of race, color, religion, sex, national origin, age,
disability, veteran's status, or sexual orientation are to be processed under the Discrimination Complaint
USU Policy (305), and such allegations are ineligible for this formal review process. The Office of Human
Resources and/or the Grievance committee shall refer the party who is presenting such allegations to the
Office of Equity. Allegations of abusive conduct in violation of USU Policy 321: Respectful Workplace
shall be referred to and administered by the Office of Human Resources. Furthermore, a grievance
hearing committee will not consider such allegations if presented during the formal review process.
The formal procedures of this policy are not available to at-will employees. Grievances must be filed
within the timelines set forth below in section 2.3.4. Grievances filed outside the applicable timeframe are
ineligible for review by a grievance hearing committee.

2.2 Prohibited Acts
Any action where the primary purpose is to discourage an individual from filing a grievance or from
participating in the formal review process, is prohibited. Likewise, taking adverse action towards an
employee or participant who has filed or participated in the formal review process is prohibited.

2.3 Grievance Process
2.3.1 Administrator and Coordinator
The Office of Human Resources serves as an advisor for procedural questions and will coordinate the
administrator and coordinator for the grievance process to ensure time limits and procedures are followed
according to the policy.
If any steps in this policy are impractical for any reason, a representative of the Office of Human
Resources will suggest an alternative process which, to the extent possible, will assure the grieving staff
employee fair and adequate consideration of the problem or complaint.
2.3.2 Advisor
The Office of General Counsel, or its designee, serves as the legal advisor to grievance hearing
http://www.usu.edu/policies/325/
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committees.
2.3.3 Reasonable Time Off
Employees will be given reasonable time off, with pay, during scheduled working hours to participate in
the grievance process.

325.1 PROCEDURES
2.1 General
Employees should discuss and attempt to resolve problems or complaints with their immediate supervisor
or the next higher level of supervision. Employees and supervisors are encouraged to confidentially
discuss any employment problems or questions pertaining to personnel policy and practice with the Office
of Human Resources.
An employee whose complaint remains unresolved may file a grievance as described below.

2.2 Formal Procedures

2.3.4 Process Steps and Timelines

(1) To initiate the a formal grievance procedure, the employee staff employee must submit a written

explanation of his/her complaint(s) and a description of the completed informal procedure efforts
attempted to resolve the complaint(s), including supervisory/management responses, to the Director
Associate Vice President of the Office of Human Resources within 90 60 calendar days of the
incident or issue. Grievances regarding involuntary termination will be handled under USU Policy 399:
(Termination of Exempt and Non-exempt Staff), and must be filed within 30 days from the date of the
incident or issue which led to the dismissal.

(2) The complainant must specify the adverse action taken against them and what university policy was
violated through the adverse action.

(2)(3) Within five 7(5) working days of receiving the written grievance, the Director of the Office

Associate Vice President of Human Resources, or his/her representative, will coordinate the
formation of a Grievance Hearing Committee, hereafter referred to as ‘the Committee’, comprised of
two three (3) professional staff employees appointed by the President of the Professional Employees
Association, two classified employees appointed by the President of the Classified Employees
Association, and one administrative representative appointed by the University Presidentthe USU
Staff Employee Association (SEA) president.
The chair of the Hearing Committee will be one of the representatives on the Hearing Committee from
the employee group to which the grieving employeecomplainant belongs (professional or
classifiedexempt or non-exempt) and will be named by the USU SEA president of that employee
group.
No member of the Committee may be in the same department or have a conflict of interest to any
party of the grievance.

(3)(4) The Director Associate Vice President of the Office of Human Resources—or their

representative—will provide a formal notice of the hearing (with the date, time, and procedures) to
involved parties; they will distribute copies of the written grievance related documents to the Hearing
Committee and any other relevant parties mentioned or involved in the grievance.

(5) Within 20 15 working days of distributing the grievance documents, the Hearing Committee will hold a
meeting hearing with the grieving staff employee, the person employee against whom the complaint

http://www.usu.edu/policies/325/
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is made, and any other witnesses or relevant parties. All parties have the right to be present during
any oral statements considered by the cCommittee and have access to any and all relevant
information presented.

(6) Each side will be provided time to present its perspective, which may include opening and closing

statements from relevant persons, and submit any information that supports its their claim. Parties are
responsible for providing and explaining relevant evidence to the Committee. The Committee may
elect to not review evidence that is unexplained or appears irrelevant.

(7) Each party shall also have the right to confront and cross-examinequestion witnesses, to present

evidence and call witnesses in his or her own behalf, and to testify. Committee members have the
right to ask questions during the meetinghearing. The Director of the Office of Human Resources or
his/her designated representative will act as an impartial coordinator of the meeting, to ensure that all
procedures are followed appropriately.The Committee chair will determine if a particular line of
questioning is relevant.

(4)(8) Each party is responsible for providing their own witnesses. It is within the discretion of the
Committee to deny hearing from a witness who has duplicate or non-relevant information.

(5)(9) Each party to the grievance has the right to have present any one person as an adviseor of his or
her choice at all stages ofthroughout the hearing. The Aadvisors and counsels areis permitted to
advise and counsel their respective parties but are is not permitted to argue the case or interrogate
question witnesses.

(6)(10) Within 14 10 working calendar days after the meeting, the Hearing Committee will prepare and

submit to the President of the Universityuniversity president a written summary of the hearing,. This
summary will include their determination of whether adverse action occurred against the
complainant, and if so, which university policy was violated. including any arguments submitted by
the parties and a recommended solution.A courtesy copy of the Committee’s decision will be
provided to each party.

(7)(11) Within 10 working days of receiving the findings and recommendationwritten summary, the
President of the Universityuniversity president will eithercomplete one of the following:

(a) rRatify the Hearing Committee's findings and conclusionsdetermination;.
(b)(a)
(c) rReturn the report written summary to the Hearing Committee for reconsideration or clarification,.

in which case tThe Hearing Committee will reconvene and review the case. Wwithin 15 working
days, the Committee will review the case,and resubmit a recommendation to the Ppresident, and
the Presidentwho will then render a final decision; or within 10 working days.

(d)(b)
(e)(c)

rReject all or parts ofthe determination of the Hearing Committee's, findings and
conclusions, with stated reasons.

The Ppresident's decision will be final and binding. A written copy of this decision will be submitted by
tThe Ppresident's Ooffice within 10 days of receiving the Hearing Committee'swill then submit a copy of
the written final decision to: report to tTthe Office of Human Resources, the staff employee with the
grievance, the person employee against whom the complaint was made, the immediate supervisor(s)
involved, the chief officer of the relevant employee association, the chair of the grievance cCommittee,
and any other relevant department heads.

325.3 RESPONSIBILITY
http://www.usu.edu/policies/325/
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325.3 RESPONSIBILITIES
3.1 Department Heads, Supervisors, Deans, or Vice Presidents
3.1 Supervisors, Department Heads, Deans, or Vice Presidents

Responsible for usingCommunicate the university’s philosophy of fair and equitable treatment for all
employees. Use the procedures process outlined in this policy to address informal grievance issues with
employees. In situations where formal grievance procedures are necessary, department heads,
supervisors, deans or vice presidents are responsible for complyingComply with all proceduresthe
outlined grievance process and cooperateing with the Hearing Committee to resolve the issue.

3.2 Office of Human Resources
3.2 Office of Human Resources
Responsible for communicatingCommunicate the Uuniversity's philosophy of fair and equitable treatment
of for all employees through the grievance policy. The Office of Human Resources will aAssist
supervisors and employees in implementing this policy and act as the coordinator administrator of the
formal procedureprocess.

3.3 Hearing Committee
3.3 Grievance Hearing Committee
Responsible for evaluatingEvaluate all formal grievances and for meetingmeet with the staff employee
orand other relevant parties to determine how to resolvereview the issue(s). The Hearing Committee
willCoordinate with the assigned legal advisor and provide their findings and recommendations in writinga
written summary and determination to the President of the Universityuniversity president.

3.4 University President
3.4 University President
Responsible for appointing an administrative member to the Hearing Committee and for makingMake a
final decision after reviewing the findings and recommendationswritten summary and determination from
the Hearing Committee.

3.5 Employees
3.5 Employees
Responsible to wWork closely with supervisor(s) to resolve grievances informally, if where possible. If
formal grievance procedures are necessary, employees are responsible for following all procedures
according to this policy.Follow up all outlined grievance processes and cooperate with supervisor(s) and
the Committee to resolve the issue.

325.4 REFERENCES
•

Utah Code Ann. § 67-21-3, et seq.

325.5 RELATED USU POLICIES
•

Policy 303: Affirmative Action/Equal Opportunity

http://www.usu.edu/policies/325/
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•
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Policy 305: Discrimination Complaints
Policy 321: Respectful Workplace
Policy 339, 339A, 339B: Sexual Misconduct
Policy 340: Required Reporting of Sexual Misconduct
Policy 390: Employment-at-Will
Policy 399: Termination of Exempt and Non-exempt Staff

325.6 DEFINITIONS
6.1 Adverse Action
An adverse action generally includes employment-related conduct that negatively affects an individual or
group of individuals which results in being deprived of employment opportunities or would dissuade a
reasonable person from engaging in protected activity. Examples of an adverse action, include but are
not limited to the decrease or limitation of compensation, terms, conditions, promotions, or privileges of
employment or discharge.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
•

N/A

Guidance
•

N/A

Related Forms and Tools
•

N/A

Contacts
•

N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date: 2010/03/26
Next scheduled review date:
Previous revision dates: 2010/03/26, 1997/01/24
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Category: Human Resources
Subcategory: General
Covered Individuals: Benefit-Eligible, Staff Employees
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2010/03/26
Previous USU Policy Number: N/A

325.1 PURPOSE AND SCOPE
Utah State University (USU) embraces the philosophy of fair, respectful, and equitable treatment for all
university employees (USU Policy 321: Respectful Workplace). This grievance policy provides benefiteligible, staff employees a formal review process for adverse actions taken against them when informal
attempts to resolve complaints have not achieved a satisfactory result.

325.2 POLICY
2.1 Eligibility and Filing
Benefit-eligible staff employees may file grievances under this policy. Faculty and at-will personnel (USU
Policy 390: Employment-at-Will) are not eligible to file grievances under this policy.
However, before filing a grievance, staff employees are required to make the best efforts and attempt to
resolve problems or complaints informally with their immediate supervisor or the next higher level of
supervision. Only when the staff employee has not received satisfactory resolution of his/her problem
through informal methods should this formal review process be used as outlined in section 2.3.4. Only
adverse actions, as defined in this policy, are eligible for review. The Office of Human Resources is
available to consult with supervisors and/or staff employee regarding employment issues or concerns
where needed.
Allegations of discrimination in violation of USU Policy 303: Affirmative Action/Equal Opportunity, Policy
305: Discrimination Complaints, and/or Policies 339, 339A, 339B, and 340 related to Sexual Misconduct
must be processed under USU Policy 305, and such allegations are ineligible for this formal review
process. The Office of Human Resources and/or the Grievance committee shall refer the party who is
presenting such allegations to the Office of Equity. Allegations of abusive conduct in violation of USU
Policy 321: Respectful Workplace shall be referred to and administered by the Office of Human
Resources. Furthermore, a grievance hearing committee will not consider such allegations if presented
during the formal review process.
Grievances must be filed within the timelines set forth below in section 2.3.4. Grievances filed outside the
applicable timeframe are ineligible for review by a grievance hearing committee.

2.2 Prohibited Acts
Any action where the primary purpose is to discourage an individual from filing a grievance or from
http://www.usu.edu/policies/325/
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participating in the formal review process, is prohibited. Likewise, taking adverse action towards an
employee or participant who has filed or participated in the formal review process is prohibited.

2.3 Grievance Process
2.3.1 Administrator and Coordinator
The Office of Human Resources serves as the administrator and coordinator for the grievance process.
If any steps in this policy are impractical for any reason, a representative of the Office of Human
Resources will suggest an alternative process which, to the extent possible, will assure the grieving staff
employee fair and adequate consideration of the problem or complaint.
2.3.2 Advisor
The Office of General Counsel, or its designee, serves as the legal advisor to grievance hearing
committees.
2.3.3 Reasonable Time Off
Employees will be given reasonable time off, with pay, during scheduled working hours to participate in
the grievance process.
2.3.4 Process Steps and Timelines

(1) To initiate a formal grievance, the staff employee must submit a written explanation of his/her

complaint(s) and a description of the informal efforts attempted to resolve the complaint(s), including
supervisory/management responses, to the Associate Vice President of Human Resources within 60
calendar days of the incident or issue. Grievances regarding involuntary termination will be handled
under USU Policy 399: Termination of Exempt and Non-exempt Staff, and must be filed within 30
days from the date of the incident or issue which led to the dismissal.

(2) The complainant must specify the adverse action taken against them and what university policy was
violated through the adverse action.

(3) Within five (5) working days of receiving the written grievance, the Associate Vice President of

Human Resources, or his/her representative, will coordinate the formation of a Grievance Hearing
Committee, hereafter referred to as ‘the Committee’, comprised of three (3) staff employees
appointed by the USU Staff Employee Association (SEA) president.
The chair of the Committee will be one of the representatives on the Committee from the employee
group to which the complainant belongs (exempt or non-exempt) and will be named by the USU SEA
president.
No member of the Committee may be in the same department or have a conflict of interest to any
party of the grievance.

(4) The Associate Vice President of Human Resources—or their representative—will provide a formal
notice of the hearing (with the date, time, and procedures) to involved parties; they will distribute
grievance related documents to the Committee and any other relevant parties.

(5) Within 15 working days of distributing the grievance documents, the Committee will hold a hearing

with the grieving staff employee, the employee against whom the complaint is made, and any other
witnesses or relevant parties. All parties have the right to be present during any oral statements
considered by the Committee and have access to relevant information presented.

(6) Each side will be provided time to present opening and closing statements, and submit any
http://www.usu.edu/policies/325/
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information that supports their claim. Parties are responsible for providing and explaining relevant
evidence to the Committee. The Committee may elect to not review evidence that is unexplained or
appears irrelevant.

(7) Each party shall have the right to question witnesses. Committee members have the right to ask

questions during the hearing. The Committee chair will determine if a particular line of questioning is
relevant.

(8) Each party is responsible for providing their own witnesses. It is within the discretion of the
Committee to deny hearing from a witness who has duplicate or non-relevant information.

(9) Each party has the right to have present any one person as an advisor of his or her choice throughout
the hearing. The advisor is permitted to advise and counsel their respective parties but is not
permitted to argue the case or question witnesses.

(10) Within 10 working days after the meeting, the Committee will prepare and submit to the university

president a written summary of the hearing. This summary will include their determination of whether
adverse action occurred against the complainant, and if so, which university policy was violated. A
courtesy copy of the Committee’s decision will be provided to each party.

(11) Within 10 working days of receiving the written summary, the university president will complete one
of the following:

(a) Ratify the Committee's determination.
(b) Return the written summary to the Committee for reconsideration or clarification. The Committee
will reconvene and review the case within 15 working days, and resubmit a recommendation to
the president, who will then render a final decision within 10 working days.

(c) Reject the determination of the Committee, with stated reasons.
The president's decision will be final and binding. The president's office will then submit a copy of the
written final decision to: the Office of Human Resources, the staff employee with the grievance, the
employee against whom the complaint was made, the immediate supervisor(s) involved, the chair of the
Committee, and any other relevant department heads.

325.3 RESPONSIBILITIES
3.1 Supervisors, Department Heads, Deans, or Vice Presidents
Communicate the university’s philosophy of fair and equitable treatment for all employees. Use the
process outlined in this policy to address informal grievance issues with employees. Comply with the
outlined grievance process and cooperate with the Committee to resolve the issue.

3.2 Office of Human Resources
Communicate the university's philosophy of fair and equitable treatment for all employees. Assist
supervisors and employees in implementing this policy and act as the administrator of the formal process.

3.3 Grievance Hearing Committee
Evaluate all formal grievances and meet with the staff employee and other relevant parties to review the
issue(s). Coordinate with the assigned legal advisor and provide a written summary and determination to
the university president.
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3.4 University President
Make a final decision after reviewing the written summary and determination from the Committee.

3.5 Employees
Work closely with supervisor(s) to resolve grievances informally, where possible. Follow up all outlined
grievance processes and cooperate with supervisor(s) and the Committee to resolve the issue.

325.4 REFERENCES
•

Utah Code Ann. § 67-21-3, et seq.

325.5 RELATED USU POLICIES
•
•
•
•
•
•
•

Policy 303: Affirmative Action/Equal Opportunity
Policy 305: Discrimination Complaints
Policy 321: Respectful Workplace
Policy 339, 339A, 339B: Sexual Misconduct
Policy 340: Required Reporting of Sexual Misconduct
Policy 390: Employment-at-Will
Policy 399: Termination of Exempt and Non-exempt Staff

325.6 DEFINITIONS
6.1 Adverse Action
An adverse action generally includes employment-related conduct that negatively affects an individual or
group of individuals which results in being deprived of employment opportunities or would dissuade a
reasonable person from engaging in protected activity. Examples of an adverse action, include but are
not limited to the decrease or limitation of compensation, terms, conditions, promotions, or privileges of
employment or discharge.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
•

N/A

Guidance
•

N/A

Related Forms and Tools
•

N/A

Contacts
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N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date: 2010/03/26
Next scheduled review date:
Previous revision dates: 2010/03/26, 1997/01/24
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ITEM FOR ACTION
Re: Amendments to USU Policy 329: Evaluating Performance (formerly Performance
Appraisal Procedures)
Key
•
•
•
•

Red – Deletions
Blue – Additions
Black – Original to Policy
Green – Movements of original text placement
SUMMARY OF CHANGES

•

Retitled and Reformatted Policy- Based on the legislative audit related to
USHE performance appraisals and recent updates to Policy 311: Setting and
Managing Performance, retitling and reformatting this policy as it relates to
Evaluating Performance in accordance with USU’s updated performance checkin program.

•

Updated Language and Expectationso Supervisors must complete at least one formal performance and
development check-in per fiscal year (quarterly recommended, but
departments can choose a different cycle if needed)
o If an employee is on a Performance Improvement Plan (PIP), they do not
need to receive a check-in until after satisfactory completion of PIP
(reference to Policy 311: Setting Expectations and Managing
Performance)
o Employees with dual reporting relationships should be evaluated by both
supervisors with primary supervisor taking lead
o Employees will complete a self-assessment as part of the process
o Supervisors and employees will meet together to review the check-in form
o Employees may submit additional written comments if desired
o HR is available to the employee and supervisor for guidance

•

Clarified/Strengthened Supervisory Responsibilities- Updated language to
include supervisors working with their employees to identify and develop
expectations, plans, and any areas needing improvement.

University Policy 329: Evaluating Performance
Category: PersonnelHuman Resources
Subcategory: General
Covered Individuals: Benefit Eligible Staff
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President for Human Resources
Last Revised: 1999/07/01
Previous USU Policy Number: N/A

POLICY MANUAL
GENERAL

Number 329
Subject: Performance Appraisal Procedures
Covered Employees: Professional and Classified EmployeesDate
of Origin: January 24, 1997
Effective Date of Last Revision: July 1, 1999

329.1 POLICY

329.1 PURPOSE AND SCOPE
Every University exempt and non-exempt benefited employee will participate annually ina
formal performance appraisal with his/her supervisor. The objectives of this appraisal process
are to:To provide for regular, ongoing, and effective evaluation of staff personnel and to ensure that the
evaluations are administered in a fair and consistent manner.

Performance management is an ongoing process whereby supervisor and employee communicate to
develop a mutual understanding of position responsibilities, priorities, and performance expectations that
support the achievement of university and departmental mission and goals.
Objectives include the following:
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eEstablish and/or clarifyclear job objectives, goals, and standards against which performance will be
measured.

• establish standards against which performance will be measured
• Recognize past achievements.,
• Provide ongoing feedback.
• eEnhance communications between employee and supervisor.

• iIdentify employee developmental needs and strategies to address theose needs,. and
• enhance communications between employee and supervisor.

329.2 PROCEDURES

329.2 POLICY
During each fiscal year, the primary supervisor must conduct at least one formal performance and
development check-in (performance appraisal) with eachall benefit eligible staff employee and complete a
Performance and Development Form.
Performance and development check-ins foster communication between supervisors and employees in
assessing progress toward developmental and departmental goals. Quarterly check-ins are
recommended; however, a department head/director may determine a different frequency for these
check-ins based on the needs of the department.
Performance and development check-ins are not required for employees while on a formal Performance
and Improvement Plan (PIP). The PIP conversations and feedback will replace the performance and
development check-ins until the PIP is complete, at which time, the supervisor will resume the standard
performance and development check-ins with the employee (USU Policy 311: Setting Expectations and
Managing Performance).

2.1 General
2.1 Dual or Change of Reporting Situations
Formal performance appraisals are conducted yearly for each staff employee. Semiannual or quarterly
reviews are recommended to foster better communication between supervisors and employees in
assessing progress, jointly developing new plans and objectives, and clarifying expectations for the
coming year.Employees with dual reporting relationships may be evaluated by both the primary and
secondary supervisor. The primary supervisor has the main responsibility for completing and conducting
the check-in and should request feedback from the secondary supervisor.
Employees who have been under the direction of more than one supervisor during the performance
review period (for example, an employee who transferred from one department to another) may be
evaluated by both the previous and current supervisors. The current supervisor, however, has the primary
responsibility for completing the appraisal form.
New employees are in an introductory period for 6 months from their hire date if they are non-exempt
staff, or 12 months from their hire date if they are exempt staff. At the end of that period, the employee's
job performance will be reviewed through the formal performance appraisal process.For employees who
have been under the direction of more than one supervisor during the performance review period (e.g.,
due to a transfer), the current supervisor has the primary responsibility for soliciting any input from the
previous supervisor, completing the Performance and Development Check-in Form and conducting the
check-in.

2.2 New Employees
Employees who are in the introductory period of employment should participate in the performance and
development check-in process throughout, and at the end of, their introductory period (USU Policy 395:
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Introductory Period of Employment).

2.2 Employee's Appraisal Discussion
2.3 Performance and Development Check-in Meeting
During each annual appraisal discussion the employee and supervisor review the employee's
performance during the previous year measured against standards set at the start of the year. Both
successes and failures are reviewed. It is constructive to take the time to understand why certain
objectives were successfully achieved and what prevented the successful achievement of other
objectives. This review helps to set and achieve new objectives in the year ahead.
A key part of the appraisal process is a self-review by the employee which allows the employee to review
his/her own performance. This can enhance two-way communication between employee and supervisor.
Employees should discuss job expectations, developmental plans, concerns, and areas the employee
feels that additional training would be helpful. The supervisor and the employee should discuss the
employee's self- review during the appraisal discussion.
If the appraisal discussion is not satisfactory, problems or disagreements should be discussed between
the employee and the supervisor. If problems still exist after this process, the employee or supervisor may
contact the Office of Human Resources for confidential guidance.The check-in should be conducted as a
one-on-one meeting between the individual and their immediate supervisor. Prior to the check-in, the
employee will be asked to complete a self-assessment using the Performance and Development Check-in
Form. The supervisor may seek performance feedback from others who work with the employee—or for
whom the employee has undertaken work. The purpose of the performance and development check-in
discussion is to identify both successes and performance opportunities, and to develop a plan for the
upcoming period.

2.3 Processing Appraisal Forms
2.4 Processing Performance and Development Check-in Forms
Once both the supervisor and employee have completed the annual performance appraisal and
development check-in discussion, the appropriate forms are finalizedsubmitted to the Office of Human
Resources. The employee will be asked to sign the appraisal form. Signing the appraisal form does not
necessarily represent agreement with the contents of the appraisal. Employees can may provide
aadditional written explanation comments which will be submitted with of any disagreement that will be
attached to the final appraisal Performance and Development Check-in forms. Both parties should sign
the form and any related documentation. At least annually, Tthe forms will be forwarded to the
supervisor's manager, dean, or department head/director, or dean/vice president for review and signature.
At this time, dates may be set for interim review sessions throughout the year.If disagreements arise
during the check-in session, employees may provide additional written comments, which will be attached
to the completed Performance and Development Check-in Forms. The employee or supervisor may also
contact the Office of Human Resources for guidance.
Completed appraisal forms are sent to the Office of Human Resources after copies are made for the
supervisor and the employee.

2.4 Relationship to Salary Increases
2.5 Relationship to Salary Increases
The performance appraisal and development program is designed primarily to clarify expectations and
improve job performance through improved communication between an employee and his/hertheir
supervisor. The performance appraisal and development check-in is only one of a number of items
consideredconsideration in compensation decisions.
Questions concerning the performance appraisal process should be directed to the employee's immediate

https://www.usu.edu/policies/329/

Page 3 of 5

University Policy 329

Evaluating Performance

supervisor or the Office of Human Resources.

329.3 RESPONSIBILITY

329.3 RESPONSIBILITIES
3.1 Department Heads and Supervisors
3.1 Department Heads/Directors and Supervisors
Responsible for the effective implementation of the performance appraisal program.Work with their
employees to identify and develop agreed upon development plans, expectations, performance
standards, and areas needing improvement. New supervisory personnel should contact the Office of
Human Resources to arrange for performance and development process training and to define their role
in the process.

3.2 Office of Human Resources
3.2 Office of Human Resources
Responsible for providingProvide materials used in the performance appraisal and development check-in
program each year, monitoring the process, and filing maintain all completed appraisalsforms. They will
alsoAdditionally, the Office of Human Resources provides training and consultation for employees and
supervisors as needed.

3.3 Employees
3.3 Employees
Responsible for workingWork with their supervisors to identify and develop agreed upon
responsibilitiesdevelopment plans, expectations, performance standards, and any areas needing
improvement. Employees are responsible for completingComplete a self-reviewself-assessment to assist
in the appraisalas part of the check-in process. If disagreements arise during the appraisal session,
employees are responsible for providing a written explanation of their disagreement that will be attached
to the completed appraisal form.

329.4 REFERENCES
•

USU’s Performance Development Program

329.5 RELATED USU POLICIES
•
•

USU Policy 311: Setting Expectations and Managing Performance
USU Policy 395: Introductory Period of Employment

329.6 DEFINITIONS
6.1 Performance and Development Check-in
A conversation between an employee and supervisor held at regular intervals, where feedback is
provided, achievements are recognized, progress is recorded, development opportunities are discussed,
and plans for the next interval are set.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.
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RESOURCES
Procedures
•

N/A

Guidance
•

USU HR

Related Forms and Tools
•

N/A

Contacts
•

N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date:
Next scheduled review date:
Previous revision dates:1997/01/24, 1999/07/01
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Category: Human Resources
Subcategory: General
Covered Individuals: Benefit Eligible Staff
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President for Human Resources
Last Revised: 1999/07/01
Previous USU Policy Number: N/A

329.1 PURPOSE AND SCOPE
To provide for regular, ongoing, and effective evaluation of staff and to ensure that the evaluations are
administered in a fair and consistent manner.
Performance management is an ongoing process whereby supervisor and employee communicate to
develop a mutual understanding of position responsibilities, priorities, and performance expectations that
support the achievement of university and departmental mission and goals.
Objectives include the following:
•
•
•
•
•

Establish clear job objectives, goals, and standards against which performance will be measured.
Recognize past achievements.
Provide ongoing feedback.
Enhance communication between employee and supervisor.
Identify employee developmental needs and strategies to address those needs.

329.2 POLICY
During each fiscal year, the primary supervisor must conduct at least one formal performance and
development check-in (performance appraisal) with all benefit eligible staff and complete a Performance
and Development Form.
Performance and development check-ins foster communication between supervisors and employees in
assessing progress toward developmental and departmental goals. Quarterly check-ins are
recommended; however, a department head/director may determine a different frequency for these
check-ins based on the needs of the department.
Performance and development check-ins are not required for employees while on a formal Performance
and Improvement Plan (PIP). The PIP conversations and feedback will replace the performance and
development check-ins until the PIP is complete, at which time, the supervisor will resume the standard
performance and development check-ins with the employee (USU Policy 311: Setting Expectations and
Managing Performance).

2.1 Dual or Change of Reporting Situations
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Employees with dual reporting relationships may be evaluated by both the primary and secondary
supervisor. The primary supervisor has the main responsibility for completing and conducting the check-in
and should request feedback from the secondary supervisor.
For employees who have been under the direction of more than one supervisor during the performance
review period (e.g., due to a transfer), the current supervisor has the primary responsibility for soliciting
any input from the previous supervisor, completing the Performance and Development Check-in Form and
conducting the check-in.

2.2 New Employees
Employees who are in the introductory period of employment should participate in the performance and
development check-in process throughout, and at the end of, their introductory period (USU Policy 395:
Introductory Period of Employment).

2.3 Performance and Development Check-in Meeting
The check-in should be conducted as a one-on-one meeting between the individual and their immediate
supervisor. Prior to the check-in, the employee will be asked to complete a self-assessment using the
Performance and Development Check-in Form. The supervisor may seek performance feedback from
others who work with the employee—or for whom the employee has undertaken work. The purpose of the
performance and development check-in discussion is to identify both successes and performance
opportunities, and to develop a plan for the upcoming period.

2.4 Processing Performance and Development Check-in Forms
Once both the supervisor and employee have completed the performance and development check-in
discussion, the forms are submitted to the Office of Human Resources. Employees may provide additional
written comments which will be submitted with the final Performance and Development Check-in forms.
Both parties should sign the form and any related documentation. At least annually, the forms will be
forwarded to the supervisor's manager, department head/director, or dean/vice president for review and
signature. If disagreements arise during the check-in session, employees may provide additional written
comments, which will be attached to the completed Performance and Development Check-in Forms. The
employee or supervisor may also contact the Office of Human Resources for guidance.

2.5 Relationship to Salary Increases
The performance and development program is designed primarily to clarify expectations and improve job
performance through improved communication between an employee and their supervisor. The
performance and development check-in is only one consideration in compensation decisions.

329.3 RESPONSIBILITIES
3.1 Department Heads/Directors and Supervisors
Work with their employees to identify and develop agreed upon development plans, expectations,
performance standards, and areas needing improvement. New supervisory personnel should contact the
Office of Human Resources to arrange for performance and development process training.

3.2 Office of Human Resources
Provide materials used in the performance and development check-in program each year, monitor the
process, and maintain completed forms. Additionally, the Office of Human Resources provides training
and consultation for employees and supervisors as needed.
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3.3 Employees
Work with their supervisors to identify and develop agreed upon development plans, expectations,
performance standards, and any areas needing improvement. Complete a self-assessment as part of the
check-in process.

329.4 REFERENCES
•

USU’s Performance Development Program

329.5 RELATED USU POLICIES
•
•

USU Policy 311: Setting Expectations and Managing Performance
USU Policy 395: Introductory Period of Employment

329.6 DEFINITIONS
6.1 Performance and Development Check-in
A conversation between an employee and supervisor held at regular intervals, where feedback is
provided, achievements are recognized, progress is recorded, development opportunities are discussed,
and plans for the next interval are set.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
•

N/A

Guidance
•

USU HR

Related Forms and Tools
•

N/A

Contacts
•

N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date:
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Next scheduled review date:
Previous revision dates:1997/01/24, 1999/07/01
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Number 329
Subject: Performance Appraisal Procedures
Covered Employees: Professional and Classified Employees
Date of Origin: January 24, 1997
Effective Date of Last Revision: July 1, 1999

329.1 POLICY
Every University exempt and non-exempt benefited employee will participate annually in
a formal performance appraisal with his/her supervisor. The objectives of this appraisal
process are to:
•
•
•
•

establish and/or clarify job objectives,
establish standards against which performance will be measured,
identify employee developmental needs and strategies to address these needs, and
enhance communications between employee and supervisor.

329.2 PROCEDURES
2.1 General
Formal performance appraisals are conducted yearly for each staff employee. Semiannual
or quarterly reviews are recommended to foster better communication between
supervisors and employees in assessing progress, jointly developing new plans and
objectives, and clarifying expectations for the coming year.
Employees who have been under the direction of more than one supervisor during the
performance review period (for example, an employee who transferred from one
department to another) may be evaluated by both the previous and current supervisors.
The current supervisor, however, has the primary responsibility for completing the
appraisal form.

New employees are in an introductory period for 6 months from their hire date if they are
non-exempt staff, or 12 months from their hire date if they are exempt staff. At the end of
that period, the employee's job performance will be reviewed through the formal
performance appraisal process.
2.2 Employee's Appraisal Discussion
During each annual appraisal discussion the employee and supervisor review the
employee's performance during the previous year measured against standards set at the
start of the year. Both successes and failures are reviewed. It is constructive to take the
time to understand why certain objectives were successfully achieved and what prevented
the successful achievement of other objectives. This review helps to set and achieve new
objectives in the year ahead.
A key part of the appraisal process is a self-review by the employee which allows the
employee to review his/her own performance. This can enhance two-way communication
between employee and supervisor. Employees should discuss job expectations,
developmental plans, concerns, and areas the employee feels that additional training
would be helpful. The supervisor and the employee should discuss the employee's selfreview during the appraisal discussion.
If the appraisal discussion is not satisfactory, problems or disagreements should be
discussed between the employee and the supervisor. If problems still exist after this
process, the employee or supervisor may contact the Office of Human Resources for
confidential guidance.
2.3 Processing Appraisal Forms
Once the supervisor and employee have completed the annual performance appraisal
discussion, the appropriate forms are finalized. The employee will be asked to sign the
appraisal form. Signing the appraisal form does not necessarily represent agreement with
the contents of the appraisal. Employees can provide a written explanation of any
disagreement that will be attached to the final appraisal form. The form will be forwarded
to the supervisor's manager, dean, or department head for review and signature. At this
time, dates may be set for interim review sessions throughout the year.
Completed appraisal forms are sent to the Office of Human Resources after copies are
made for the supervisor and the employee.
2.4 Relationship to Salary Increases
The performance appraisal program is designed primarily to clarify expectations and
improve job performance through improved communication between an employee and
his/her supervisor. The performance appraisal is only one of a number of items
considered in compensation decisions.

Questions concerning the performance appraisal process should be directed to the
employee's immediate supervisor or the Office of Human Resources.
329.3 RESPONSIBILITY
3.1 Department Heads and Supervisors
Responsible for the effective implementation of the performance appraisal program. New
supervisory personnel should contact the Office of Human Resources to arrange for
training and to define their role in the process.
3.2 Office of Human Resources
Responsible for providing materials used in the performance appraisal program each
year, monitoring the process, and filing all completed appraisals. They will also provide
training and consultation for employees and supervisors as needed.
3.3 Employees
Responsible for working with their supervisors to identify and develop agreed upon
responsibilities, expectations, performance standards, and areas needing improvement.
Employees are responsible for completing a self-review to assist in the appraisal process.
If disagreements arise during the appraisal session, employees are responsible for
providing a written explanation of their disagreement that will be attached to the
completed appraisal form.

ITEM FOR ACTION
Re: Amendments to USU Policy 345: Vacation Leave (formerly Annual Leave)
Key
•
•
•
•

Red – Deletions
Blue – Additions
Black – Original to Policy
Green – Movements of original text placement
SUMMARY OF CHANGES

•

Reformatted & Retitled Policy- Reformatted content to align with new policy format
including adding Purpose and Scope. Updated unclear terms (e.g., “earn” versus
“accrue” and retitled from Annual Leave to Vacation Leave to better align with peers
and the market).

•

Coaches Eligibility- Per discussion with athletics, coaches will no longer accrue
leave but will be administered similar to faculty in terms of busy versus slower times.
Deleted language regarding no payout of accrued leave upon termination of a
coach.

•

Clarified Accrual During Unpaid Leave of Absence- Clarified language that
employees do not accrue vacation time while on leaves of absence without pay.

•

Confirmed Accrual Rates/Carryover- Based on a review of peers and benchmark
data, current accrual rates and carryover amounts are appropriate.

•

Deleted “use it or lose it” Language and Clarified Carryover Process- Deleted
requirements to use up to half of accrued leave each year. Clarified when
department heads may request an exception to carryover limits and are required to
provide a plan to reduce balances.

•

Clarified Transfer of Leave Between Departments- Clarified that leave follows the
employee when they transfer. Administrators will still negotiate disposition of leave
when it involves a grant/contract and when significant funding issues are involved.

•

Clarified Reporting Increments- Clarified that non-exempts can report leave in 15
min increments; exempts should report 4- or 8-hour increments. Added HR support
language for supervisors trying to address attendance issues with exempt
employees.

•

Strengthened Supervisory Language- Clarified supervisors’ responsibility to
review, approve and/or deny leave and must ensure proper recording.

University Policy 345: Vacation Leave
Category: Human Resources
Subcategory: Benefits
Covered Individuals: Benefit-Eligible Employees
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2022/MM/DD
Previous USU Policy Number: N/A

345.1 PURPOSE AND SCOPE

POLICY MANUAL
BENEFITS
Number 345
Subject: Annual Leave
Covered Employees: Fiscal Year Benefit Eligible EmployeesDate of
Origin: January 24, 1997
Date of Revision(s): July 1, 1999; April 1, 2010; January 12, 2018
Effective Date: January 12, 2018
Utah State University (USU) provides paid vacation leave to benefit- eligible employees to allow
employees paid time off to handle personal issues, revitalize, relax, maintain morale, minimize burnout,
and return to work refreshed. . 345.1 POLICY

345.2 POLICY
1.1 Eligibility
2.1 Eligibility
1.1.1 Fiscal Year Base
Benefit Eligible eEmployees with a fiscal year base appointment at 50% time or greater earn accrue
annual vacation leave on a pro-rata basis.
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Benefit Eligible eEmployees with an academic year base appointment (e.g., 9-month faculty) do not
earnaccrue annual leave benefits.
Fiscal year faculty do not accrue annual vacation leave during sabbatical leave (see USU Policy 365:
Sabbatical Leave).

1.1.2 Academic Year Base
Benefit Eligible employees with an academic year base appointment (e.g., 9-month faculty) do not earn
annual leave benefits.
Coaches do not accrue vacation leave.

1.2 Accrual
2.2 Accrual
Annual Vacation leave is earned accrued and accounted for on a calendar-year basis. Annual Vacation
leave accruals begin on the effective date of the employee's Uuniversity appointment and will be prorated for the first month of employment. Employees do not earn accrue annual vacation leave during
leaves of absence without pay that last longer than half of the working days in a month, nor during
Special Development Leave. Recognized Uuniversity holidays that occur during a period of annual
vacation leave will not be charged against annual vacation leave.
Full-time (100% FTE) Ffiscal year faculty and exempt employees earn accrue annual vacation leave at
the rate of 14.67 hours per month for each month of service. For each 12 months of employment, 22 days
of annual vacation leave are earnedaccrued. Benefit- eligible part- For employees with less than 100%
FTE, but more than 50% FTE, accrue vacation leave on a the number of days earned per year will be
prorated basis.
Fiscal year non-exempt employees earn accrue annual vacation leave according to the following
schedulefollowing schedule based on years of eligible service:
Service Years
Less than 5 years
5 to 10 years
More than 10 years
Service Years

Leave Accrued
12 days/year
18 days/year
22 days/year
Leave Earned

Hire date to 5 years
5 to 10 years

12 days/year
18 days/year

10+ years of employment

22 days/year

The above table is based on 100% FTE employees. For employees with less than 100% FTE, the
number of days earned per year will be prorated.
Non-exempt employees who have previously worked in a benefit-eligible position at at Utah State
UniversityUSU, or another Sstate of Utah higher education institution, of higher education will receive
credit for the number of years of prior service when calculating annual vacation leave allowancesleave
allowances.

345.2 PROVISIONS
2.3 Carryover of Vacation Leave
2.1 Deferral of Annual Leave
Fiscal year faculty and exempt employees may defer, to the following calendar year, up to half of the
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annual leave earned in a year (11 days). The remainder of the unused annual leave will not carry over
into the next calendar year. Fiscal year faculty and exempt employees hired after June 30 of any calendar
year are not required to use half of their accrued leave until the next full calendar year. Non-exempt
employees may defer to the following year all annual leave earned in that year.
For eligible employees, aA maximum of 30 days (240 hours) of earned annualaccrued vacation leave
may accumulate and be deferredbe carried over from one calendar year to the next. Any annual vacation
leave over 30 days which has not been used by the end of a calendar year may will not be deferred
carried over and will be forfeited., unless the
A department head or director allows may approve the exception the carryover of leave carryover into the
next calendar year when circumstances did not permit the employee to take leave during the calendar
year. The Office of Human Resourcesdepartment head or director must be notifiednotify the Office of
Human Resources of the leave carryoverexception by January 15 and provide a plan for the employee to
take the time off to bring the leave balance below maximum carryover.
Coaches employed by the University Athletics Department are not eligible for the deferral of annual leave
from one calendar year to the next. All annual leave must be taken in the year in which it is earned.
When an employee transfers to another University department, the two administrators will negotiate the
disposition of the leave obligation when significant funding issues occur, such as accepting the leave
obligation on a contract/grant. In cases where the leave balance cannot be transferred to the new
department, the employee may be required to take unused annual leave before the transfer, or the
current department may transfer funds to the new department to cover the obligation of the unused
annual leave. No leave payout will be given when transferring between departments.

2.2 Payment When Employment Ends
2.4 Payment When Employment Changes or Ends
2.2.12.1.1
If an employee’s status changes from a fiscal year base (eligible to earn
annualleave) to an academic year base (not eligible to earn annual leave), the
department will pay out accrued annual leave up to a maximum of 30 days at the time
of status change.

If an employee’s status changes from a fiscal year base (eligible to earn annualleavefor accrual) to an
academic year base (not eligible to earn annual leavefor accrual), the department will pay out accrued
annualvacation leave up to a maximum of 30 days (240 hours) at the time of status change. Supervisors
may require employees to use accrued vacation leave before their employment status changes, if
sufficient time is available.

When an employee transfers to another Uuniversity department, the two administrators will negotiate the
disposition of the leave obligation when the leave follows the employee to the new department. If
significant funding issues occur, such as accepting the leave obligation on a contract/grant, the two
administrators will negotiate the disposition of the leave obligation. In cases where the leave balance
cannot be transferred to the new department, the employee may be required to take unused
annualvacation leave before the transfer, or the current department may transfer funds to the new
department to cover the obligation of the unused annualvacation leave. No leave payout will be given
when transferring between departments.
When employment ends, employees are entitled to receive a lump-sum payment for unused annual
vacation leave up to a maximum of 30 days (240 hours). Supervisors may require employees to use
accrued annual vacation leave before their employment ends, if sufficient time is available.
Compensation for unused annual vacation leave will be based on the employee's current annual hourly
base salaryrate.
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Leave earned accrued during a contract/grant funding period must be used during the contract/grant
period. Employees hired in positions funded by contracts/grants are to be informed in writing of this
requirement at the time of employment by their department head or director. Before a contract/grant ends,
employees paid from that contract/grant will be given documented notified notification by their department
of their current leave balance and the time period available for using the leave. When employees are
given sufficient notice and opportunity to use their earned accrued leave, they are required to do so, and
the leave obligation on those funds will be zeroed and cannot be carried over to other funds. When
employees do not receive sufficient notice, the department will be obligated to pay the employees for their
unused leave balances, up to the maximum amount specified in this policy.

2.2.2 Coaches employed by the Athletics Department will not be paid for unused leave at
termination of employment.

2.3 Application for Leave
2.5 Application for Leave
All eligible employees (fiscal year faculty and staff) must report all annual vacation leave used.
University USU administrators supervisors are responsible for approving, coordinating, reviewing,
approving/denying, and recording the annualensuring the vacation leave of staff and fiscal year faculty, in
their respective units, is properly recorded. All annual vacation leave, except for emergencies, must be
authorized in advance and will be used at times when it will have the least interference with the
employee's professional services at the UniversityUSU. The individual applying for annual vacation leave
and the department head, director, orimmediate supervisor approving the leave, will make every
effortendeavor to arrange for the use of annual vacation leave during the calendar year in which it is
earnedaccrued.
AnnualVacation leave taken by non-exempt employees should be reported in 15-minute increments.
Annual Vacation leave taken by fiscal- year faculty, administrators, and exempt employees should be
reported in either half-day (four (4) hour) or full-day (eight (8) hour) increments. (Part-time exempt
employees wshould report vacation leave on an equivalent prorated basis). If the amount of annual
vacation leave taken is less than half a day, it should not be reported. Annual leave taken by non-exempt
employees should be reported in 15-minute increments.Supervisors should consult with the Office of
Human Resources to address attendance issues related to exempt employees.

345.3 RESPONSIBILITY

3445.3 RESPONSIBILITIES
3.1 Department Heads and Supervisors
3.1 Immediate Supervisors
Responsible for approving, coordinating, and recording the annualCoordinate, review, approve or deny,
and ensure the vacation leave of staff and eligible faculty within their departments is properly recorded.

3.2 Employees
3.2 Employees
Responsible for requestingRequest leave from their supervisor in advance and reporting leave taken
using the university authorized processes in a timely manner.

3.3 Office of Human Resources
3.3 Office of Human Resources
Responsible for keeping a centralized data base on annual leave.Maintain vacation leave balances based
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on accruals and approved vacation leave requests. Process vacation leave carryover.

345.4 REFERENCES
•

N/A

345.5 RELATED USU POLICIES
•

USU Policy 365: Sabbatical Leave

345.6 DEFINITIONS
•

N/A

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
•

N/A

Guidance
•

N/A

Related Forms and Tools
•

N/A

Contacts
•

N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date: 2018/01/12
Next scheduled review date: N/A
Previous revision dates:1997/07/01, 2010/04/01
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Subcategory: Benefits
Covered Individuals: Benefit-Eligible Employees
Responsible Executive: Vice President for Finance and Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2022/MM/DD
Previous USU Policy Number: N/A

345.1 PURPOSE AND SCOPE
Utah State University (USU) provides paid vacation leave to benefit-eligible employees to allow
employees paid time off to handle personal issues, revitalize, relax, maintain morale, minimize burnout,
and return to work refreshed.

345.2 POLICY
2.1 Eligibility
Employees with a fiscal year base appointment at 50% time or greater accrue vacation leave.
Employees with an academic year base appointment (e.g., 9-month faculty) do not accrue annual leave.
Fiscal year faculty do not accrue vacation leave during sabbatical leave (USU Policy 365: Sabbatical
Leave).
Coaches do not accrue vacation leave.

2.2 Accrual
Vacation leave is accrued and accounted for on a calendar-year basis. Vacation leave accruals begin on
the effective date of the employee's university appointment and will be pro-rated for the first month of
employment. Employees do not accrue vacation leave during leaves of absence without pay. Recognized
university holidays that occur during a period of vacation leave will not be charged against vacation leave.
Full-time (100% FTE) fiscal year faculty and exempt employees accrue vacation leave at the rate of 14.67
hours per month of service. For each 12 months of employment, 22 days of vacation leave are accrued.
Benefit-eligible employees with less than 100% FTE, but more than 50% FTE, accrue vacation leave on
a prorated basis.
Fiscal year non-exempt employees accrue vacation leave according to the following schedule based on
years of eligible service:
Service Years
Less than 5 years
5 to 10 years
More than 10 years
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Non-exempt employees who have previously worked in a benefit-eligible position at USU, or another
state of Utah higher education institution, will receive credit for the number of years of prior service when
calculating vacation leave allowances.

2.3 Carryover of Vacation Leave
A maximum of 30 days (240 hours) of accrued vacation leave may be carried over from one calendar
year to the next. Any vacation leave over 30 days which has not been used by the end of a calendar year
will not be carried over and will be forfeited.
A department head or director may approve the exception of leave carryover into the next calendar year
when circumstances did not permit the employee to take leave during the calendar year. The department
head or director must notify the Office of Human Resources of the exception by January 15 and provide a
plan for the employee to take the time off to bring the leave balance below maximum carryover.

2.4 Payment When Employment Changes or Ends
If an employee’s status changes from a fiscal year base (eligible for accrual) to an academic year base
(not eligible for accrual), the department will pay out accrued vacation leave up to a maximum of 30 days
(240 hours) at the time of status change. Supervisors may require employees to use accrued vacation
leave before their employment status changes, if sufficient time is available.
When an employee transfers to another university department, the leave follows the employee to the new
department. If significant funding issues occur, such as accepting the leave obligation on a contract/grant,
the two administrators will negotiate the disposition of the leave obligation. In cases where the leave
balance cannot be transferred to the new department, the employee may be required to take unused
vacation leave before the transfer, or the current department may transfer funds to the new department to
cover the obligation of the unused vacation leave. No leave payout will be given when transferring
between departments.
When employment ends, employees are entitled to receive a lump-sum payment for unused vacation
leave up to a maximum of 30 days (240 hours). Supervisors may require employees to use accrued
vacation leave before their employment ends, if sufficient time is available. Compensation for unused
vacation leave will be based on the employee's current hourly rate.
Leave accrued during a contract/grant funding period must be used during the contract/grant period.
Employees hired in positions funded by contracts/grants are to be informed in writing of this requirement
at the time of employment by their department head or director. Before a contract/grant ends, employees
paid from that contract/grant will be given documented notification by their department of their current
leave balance and the time period available for using the leave. When employees are given sufficient
notice and opportunity to use their accrued leave, they are required to do so, and the leave obligation on
those funds will be zeroed and cannot be carried over to other funds. When employees do not receive
sufficient notice, the department will be obligated to pay the employees for their unused leave balances,
up to the maximum amount specified in this policy.

2.5 Application for Leave
All eligible employees (fiscal year faculty and staff) must report all vacation leave used.
USU supervisors are responsible for coordinating, reviewing, approving/denying, and ensuring the
vacation leave of staff and fiscal year faculty, in their respective units, is properly recorded. All vacation
leave, except for emergencies, must be authorized in advance and will be used at times when it will have
the least interference with the employee's professional services at USU. The individual applying for
vacation leave and the immediate supervisor approving the leave, will endeavor to arrange for the use of
vacation leave during the calendar year in which it is accrued.
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Vacation leave taken by non-exempt employees should be reported in 15-minute increments.
Vacation leave taken by fiscal-year faculty and exempt employees should be reported in either half-day
(four (4) hour) or full-day (eight (8) hour) increments (Part-time exempt employees should report vacation
leave on an equivalent prorated basis). If the amount of vacation leave taken is less than half a day, it
should not be reported. Supervisors should consult with the Office of Human Resources to address
attendance issues related to exempt employees.

345.3 RESPONSIBILITIES
3.1 Immediate Supervisors
Coordinate, review, approve or deny, and ensure the vacation leave of staff and eligible faculty within
their departments is properly recorded.

3.2 Employees
Request leave from their supervisor in advance and report leave taken using the university authorized
processes in a timely manner.

3.3 Office of Human Resources
Maintain vacation leave balances based on accruals and approved vacation leave requests. Process
vacation leave carryover.

345.4 REFERENCES
•

N/A

345.5 RELATED USU POLICIES
•

USU Policy 365: Sabbatical Leave

345.6 DEFINITIONS
•

N/A

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
•

N/A

Guidance
•

N/A

Related Forms and Tools
•

N/A
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Contacts
•

N/A

POLICY HISTORY
Original issue date: 1997/01/24
Last review date: 2018/01/12
Next scheduled review date: N/A
Previous revision dates:1997/07/01, 2010/04/01
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ITEM FOR ACTION
Re: Amendments to USU Policy 353: Holidays with Pay
Key
•
•
•
•

Red – Deletions
Blue – Additions
Black – Original to Policy
Green – Movements of original text placement
SUMMARY OF CHANGES

•

Retitled and Reformatted Policy- Reformatted content to align with new policy format
including adding Purpose and Scope. Clarified and updated language, definitions, and policy
references throughout.

•

Clarified Posting Timeframe- Clarified that holiday calendars will be posted on holiday
website at least 12 months prior to the beginning of the next calendar year.

•

Updated Language Regarding Christmas Break Days- Updated reference to two additional
holiday break days as recommended by the committee.

•

Updated Juneteenth and 13 Holidays - Deleted old language regarding 13 days and added
language for Juneteenth National Freedom Day as the 13th paid holiday per HB238 and USHE
policy R821. USU will recognize Juneteenth on the third Monday of June each year.

•

Clarified Approval of Alternate Holiday Off- Clarified that the supervisor should review and
approve an employee’s request to take a different paid day off when the employee had to work
the holiday.

•

Added Review by SEA- Added language to include SEA in the calendar review before
Executive Committee review/approval.

POLICY MANUAL
BENEFITS

Number 353
Subject: Holidays with Pay
Covered Employees: Budgeted Employees Date of
Origin: January 24, 1997
Effective Date of Last Revision: July 1, 1999

University Policy 353: Holidays with Pay
Category: Human Resources
Subcategory: Benefits
Covered Individuals: Benefit-Eligible Employees
Responsible Executive: Vice President for Finance & Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2022/XX/XX
Previous USU Policy Number: N/A

353.1 PURPOSE AND SCOPE
353.1 POLICY
In compliance with the Utah State Board of RegentsHigher Education, Utah State University (USU) has
designated specific days to be observed as Uuniversity holidays. Budgeted Benefit-eligible employees
with appointments of 50% time or greater are eligible forare given 132 paid holidays each year (USU
Policy 387: Benefited Employment).

353.2 PROCEDURES
353.2 POLICY
2.1 Holiday Schedule
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2.1 Holidays
The specific dates of holidays for each year will be established by the University Calendar Committee.
These dates will be communicated posted at least 12 months prior to the start of each calendar year on
the USU Holiday Calendar website.to all employees at the start of each year.

Holidays celebrated each year include:

The university designates the following as paid holidays:
Holiday

Date

New Year’s Day
Martin Luther King Jr. Day
Presidents’ Day
Memorial Day
Juneteenth National Freedom Day
Independence Day
Pioneer Day
Labor Day
Thanksgiving Day
Day After Thanksgiving
Christmas Day
USU Holiday Break

January 1
Third Monday in January
Third Monday in February
Last Monday in May
Third Monday in June
July 4
July 24
First Monday in September
Fourth Thursday in November
Friday after Thanksgiving
December 25
Two (2) variable additional days as recommended by the
University Calendar Committee and approved by the
president.
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2.2 Variations in Standard Holiday Schedule
2.2 Variations in Standard Holiday Schedule
Holidays may be substituted by the President of the University, but may not exceed 13 holidays.
University holidays that occur on Saturday will generally be observed the preceding Friday. Holidays that
occur on Sunday will generally be observed the following Monday.
If a holiday occurs on an employee's regularly scheduled day off, the employee may observe the holiday
by taking off another some other regular work day, normally preferably during the same work weekpay
period. This must be scheduled requested and approved by the employee’s with the supervisor.
Eligible employees, who are required to work on a recognized Uuniversity holiday, are entitled to an
compensating alternative paid day off during the same pay period. This must be scheduled requested
and approved by the employee’s with the supervisor.

2.3 Holiday Compensation
2.3 Holiday Compensation
Full-time budgeted benefit-eligible employees will receive their normal compensation for observed
holidays (based on an 8-hour day). Eligible part-time employees will receive compensation in proportion
to the percentage of their appointment (i.e., 50%, 75%, etc.)
Paid holiday hours will not be counted as hours worked when calculating overtime compensation for
non-exempt employees. Overtime will be paid only when the number of hours actually worked exceeds
40 hours per week.

2.4 Days of Religious Observance
2.4 Days of Religious Observance
The Uuniversity recognizes the existence of various days of religious observance or obligation.
Consistent with nondiscrimination policy and to provide flexibility for personal choice, an employee may
request time off for religious observance. If an employee wishes to observe a particular religious holiday,
he/shethey must arrange in advance for time off. If the leave is paid, it will be deducted from annual
vacation leave.

2.5 New Hire, Termination, and Leave of Absence Dates In
Conjunction with Holidays
A holiday may not be reported as a hire or termination date unless the individual is actually working that
day. A leave of absence without pay of three months or longer may not begin immediately following a
paid holiday nor end immediately before a paid holiday.

353.3 RESPONSIBILITY
353.3 RESPONSIBILITIES
3.1 University Calendar Committee
3.1 University Calendar Committee
The University Calendar Committee is responsible for communicating the annual holiday schedule to all
University employees. Review, evaluate, and recommend the universities employee holidays. The
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committee recommendations are first reviewed by the Faculty Senate and Staff Employee Association
(SEA), then reviewed and ratified by the Executive Committee.
Post the annual holiday schedule on the university’s Holiday Calendar website at least 12 months prior to
the beginning of the next calendar year.

3.2 Executive Committee
Review and ratify the university’s employee holidays recommended by the University Calendar
Committee.

353.4 REFERENCES
•
•
•

USHE Policy 821: Employee Benefits
HB238 State Holiday Modifications
University Holiday Calendar

353.5 RELATED USU POLICIES
•

USU Policy 387: Benefited Employment

353.6 DEFINITIONS
6.1 Benefit-Eligible Employee
Budgeted and eligible for all USU benefits and work at least 20 hours a week. (Affordable Care Act (ACA)
eligible employees are not considered fully benefited employees as they are only eligible for medical
coverage.)
Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
• N/A

Guidance
• N/A

Related Forms and Tools
• N/A

Contacts
• Calendar Committee Chair, Provost’s Office
• USU Office of Human Resources

POLICY HISTORY

https://www.usu.edu/policies/353/

Page 4 of 5

University Policy 353

Holidays with Pay

Original issue date: 1997/01/24
Last review date: YYYY/MM/DD
Next scheduled review date: N/A
Previous revision dates:1999/07/01
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University Policy 353: Holidays with Pay
Category: Human Resources
Subcategory: Benefits
Covered Individuals: Benefit-Eligible Employees
Responsible Executive: Vice President for Finance & Administrative Services
Policy Custodian: Office of Human Resources, Associate Vice President of Human Resources
Last Revised: 2022/XX/XX
Previous USU Policy Number: N/A

353.1 PURPOSE AND SCOPE
In compliance with the Utah Board of Higher Education, Utah State University (USU) has designated
specific days to be observed as university holidays. Benefit-eligible employees are given 13 paid
holidays each year (USU Policy 387: Benefited Employment).

353.2 POLICY
2.1 Holidays
The specific dates of paid holidays for each year will be established by the University Calendar
Committee. These dates will be posted at least 12 months prior to the start of each calendar year on the
USU Holiday Calendar website.
The university designates the following as paid holidays:
Holiday

Date

New Year’s Day
Martin Luther King Jr. Day
Presidents’ Day
Memorial Day
Juneteenth National Freedom Day
Independence Day
Pioneer Day
Labor Day
Thanksgiving Day
Day After Thanksgiving
Christmas Day
USU Holiday Break

January 1
Third Monday in January
Third Monday in February
Last Monday in May
Third Monday in June
July 4
July 24
First Monday in September
Fourth Thursday in November
Friday after Thanksgiving
December 25
Two (2) additional days as recommended by the University
Calendar Committee and approved by the president.
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2.2 Variations in Standard Holiday Schedule
With the exception of Juneteenth, university holidays that occur on Saturday will be observed the
preceding Friday. Holidays that occur on Sunday will be observed the following Monday.
If a holiday occurs on an employee's regularly scheduled day off, the employee may observe the holiday
by taking off some other regular work day, preferably during the same pay period. This must be requested
and approved by the employee’s supervisor.
Eligible employees, who are required to work on a recognized university holiday, are entitled to an
alternative paid day off during the same pay period. This must be requested and approved by the
employee’s supervisor.

2.3 Holiday Compensation
Full-time benefit-eligible employees will receive their normal compensation for observed holidays (based
on an 8-hour day). Eligible part-time employees will receive compensation in proportion to the percentage
of their appointment (i.e., 50%, 75%, etc.)
Paid holiday hours will not be counted as hours worked when calculating overtime compensation for nonexempt employees. Overtime will be paid only when the number of hours actually worked exceeds 40
hours per week.

2.4 Days of Religious Observance
The university recognizes the existence of various days of religious observance or obligation. Consistent
with nondiscrimination policy and to provide flexibility for personal choice, an employee may request time
off for religious observance. If an employee wishes to observe a particular religious holiday, they must
arrange in advance for time off. If the leave is paid, it will be deducted from vacation leave.

353.3 RESPONSIBILITIES
3.1 University Calendar Committee
Review, evaluate, and recommend the universities employee holidays. The committee recommendations
are first reviewed by the Faculty Senate and Staff Employee Association (SEA), then reviewed and
ratified by the Executive Committee.
Post the annual holiday schedule on the university’s Holiday Calendar website at least 12 months prior to
the beginning of the next calendar year.

3.2 Executive Committee
Review and ratify the university’s employee holidays recommended by the University Calendar
Committee.

353.4 REFERENCES
•
•
•

USHE Policy 821: Employee Benefits
HB238 State Holiday Modifications
University Holiday Calendar

353.5 RELATED USU POLICIES
•

USU Policy 387: Benefited Employment

https://www.usu.edu/policies/353/

Page 2 of 3

University Policy 353

Holidays with Pay

353.6 DEFINITIONS
6.1 Benefit-Eligible Employee
Budgeted and eligible for all USU benefits and work at least 20 hours a week. (Affordable Care Act (ACA)
eligible employees are not considered fully benefited employees as they are only eligible for medical
coverage.)
Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES
Procedures
• N/A

Guidance
• N/A

Related Forms and Tools
• N/A

Contacts
• Calendar Committee Chair, Provost’s Office
• USU Office of Human Resources

POLICY HISTORY
Original issue date: 1997/01/24
Last review date: YYYY/MM/DD
Next scheduled review date: N/A
Previous revision dates:1999/07/01
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ITEM FOR ACTION
Re: Delete USU Policy 367: Pre-Tax Employee Parking Permit Benefit
Key
•
•
•
•

Red – Deletions
Blue – Additions
Black – Original to Policy
Green – Movements of original text placement
SUMMARY for Removal

•

•

In consultation with USU Parking & Transportation Services, the Office of Human
Resources reviewed the continued need for this policy. It is believed that this
policy was created after the passage of the Taxpayer Relief Act of 1997 when it
became permissible to allow parking permit deductions on a pre-tax basis and
the new policy clarified that USU would allow it.
However, as with other voluntary pre-tax benefits, the parking permit deduction
can still be pre-taxed as part of the permit process without the need for a policy.

University Policy XXX403: Title [Arial Narrow 16, bold, blue RGB 0-3858]Academic Freedom and Professional Responsibility
Category: Faculty Policies (Faculty Code)
Subcategory: None
Covered Individuals: University Faculty
Responsible Executive: Provost
Policy Custodian: Chair of Professional Responsibilities and Procedures Committee
Last Revised: Date of Latest Revision YYYY/MM/DD [Arial Narrow 12] (this date is the approved policy
date of the new policy/revision being submitted, to be determined by the final step in workflow)
Previous USU Policy Number: 403

403.1 PURPOSE AND SCOPE
This policy defines principles of academic freedom, enumerates professional obligations and citizenship
responsibilities, details standards of conduct for faculty to the institution and to students.

403.2 POLICY
2.1 Introduction
The university is operated for the common good which depends upon the free search for truth and its free
exposition. Academic freedom is essential to these purposes and applies to teaching, research, and
service. (See pPolicy 401.8.1. (1), American Association of University Professors Joint Statement,
regarding provisions which are the same or similar to certain statements of the American Association of
University Professors).
The university is a community dedicated, through promulgation of thought, truth, and understanding, to
teaching, research, and service. It must therefore, be a place where innovative ideas, original
experiments, creative activities, and independence of thought are not merely tolerated but actively
encouraged. Thought and understanding flourish only in a climate of academic freedom and integrity,
expressed collectively by colleges and departments as well as individually through research and teaching
and as they exist within the wider context of advanced study as commonly understood by all universities.
The community also values diversity and respect, without which there can be no collegiality among faculty
and students. In addition, the university community values individual rights and freedoms, including the
right of each community member to adhere to individual systems of conscience, religion, and ethics.
Finally, the university recognizes that with all rights come responsibilities.
Because the pursuit of truth is fundamentally a personal enterprise, a statement of faculty responsibility
must be strongly anchored to principles of intellectual freedom and personal autonomy. While faculty
must abide by standards of professional responsibility, the university must provide and safeguard a
climate of intellectual freedom. Relationships within the university should consist of shared confidence,
mutual loyalty, and trust. Dealings should be conducted with courtesy, civility, decency, and a concern for
personal dignity. Such an atmosphere can be achieved only when all concerned behave responsibly.
While the right of academic freedom is respected, the exercise of the right cannot be through disruptive
actions or physical force. The university works to uphold its collective values by fostering free speech,
broadening fields of inquiry, and encouraging the generation of new knowledge that challenges, shapes,
and enriches our collective and individual understandings.

Website URL
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2.2 Academic Freedom
Academic freedom is the right to teach, study, discuss, investigate, discover, create, and publish freely.
Academic freedom protects the rights of faculty members in teaching and of students in learning.
Freedom in research is fundamental to the advancement of truth. The faculty member is entitled to full
freedom in teaching, research, and creative activities, subject to the limitations imposed by professional
responsibility.
2.2.2 Freedom and Responsibilities of the University
Subject to the power and authority of the Board of Regents to control, manage, and supervise the Utah
System of Higher Education, and Utah State University as a member institution, the university has the
freedom to pursue its ends without interference from government. Included therein are the four essential
freedoms of the university to determine for itself on academic grounds: (1) who may teach; (2) what may
be taught; (3) how it shall will be taught; and (4) who may be admitted to study. Consistent with principles
of academic freedom, the faculty, individually and collectively, has the responsibility for determining the
content of the curriculum.
The university consists of many components all of which support the interactive, collegial enterprise that
exists in the quest for knowledge and its transmittal. The university has the general responsibility to
protect the academic freedom of every faculty member and the freedom of every student to learn. The
university itself shall will not violate the academic freedom of any faculty member or the freedom of any
student to learn and wilshall use its powers and resources to defend its faculty and students from
unjustified attempts to compromise or restrict those freedoms, even should the exercise of those
freedoms generate hostility.
2.2.3 Freedom and Course Requirements
Students are expected to take courses that will challenge them intellectually and personally. Students
must understand and be able to articulate the ideas and theories that are important to the discourse
within and among academic disciplines. Personal disagreement with these ideas and theories or their
implications is not sufficient grounds for requesting an alternative course requirement. Alternative
requirements requested on such grounds will not necessarily be granted. The university recognizes that
students' sincerely held core beliefs may make it difficult for students to fulfill some requirements of some
courses or majors (see pPolicy 403.4, Procedures for Alternative Course Requirements due to Conflicts
with Sincerely Held Core Beliefs). The university assumes no obligation to ensure that all students will be
able to complete any course or major.
2.2.4 Violations of Academic Freedom or Standards and Regulations
Persons having a formal association with the university shall will not be involved in acts which violate the
academic freedom or constitutional rights of others, or the standards and regulations of the university or
the State Board of Regents.

2.3 Professional Responsibility and; Standards of Conduct
The concept of academic freedom is accompanied by an equally demanding concept of professional
responsibility. The standards for professional responsibility listed in the following subsections are
standards to which faculty members are expected to adhere. University faculty members are citizens,
members of learned professions, and officers of an educational institution. When speaking or writing as
citizens, faculty members are free from institutional censorship or discipline, but their special position in
the community imposes special obligations. As individuals of learning and as educational officers, they
should understand that the public may judge their profession and their institution by their individual
utterances. Hence, they should at all times strive to be accurate, exercise appropriate restraint, show
respect for the opinions of others, and make every effort to indicate that they are not speaking for the
institution.
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2.3.1 Standards of Conduct – Faculty Responsibilities to Students
2.3.1.1 Preparation. Faculty members engage in reasonable and substantial preparation for the teaching
of their courses, appropriate to the educational objectives to be achieved and consistent with the
standards of the discipline.
2.3.1.2 Scheduled Classes. Faculty members meet scheduled classes. Schedules are altered or classes
canceled only for valid reasons and only after adequate notice is given to students and the faculty
member’s direct academic supervisor. Failure to meet a class without prior notice to students is excusable
only for reasons beyond the control of the faculty member.
2.3.1.3 Course Requirements. Faculty members shall will select course requirements based on the
legitimate pedagogical goals of the course and discipline, and inform students of the general content and
evaluation criteria in the syllabus or comparable documentation at the beginning of any course they
teach. Faculty members evaluate student course work promptly, conscientiously, without prejudice or
favoritism, and consistently with the criteria stated at the beginning of the course in the course
documentation and related to the legitimate pedagogical goals of the course. The documentation for the
course should identify, to the extent possible, the writings, lectures, films, presentations, performances, or
other course requirements in sufficient detail to allow the student to identify requirements that may conflict
with the student's sincerely held core beliefs. Faculty will not always be able to predict in advance
requirements that may conflict with the sincerely held core beliefs of a given student or group of students.
If conflicts arise, Policy 403.4, Procedures for Alternative Course Requirements due to Conflicts with
Sincerely Held Core Beliefs, (403.4) provides guidance to students and faculty for the resolution of
conflicts.
2.3.1.4 Office Hours. Faculty members with teaching responsibilities maintain regular office hours for
consultation with students, or they otherwise assure accessibility to students.
2.3.1.5 Plagiarizing. Faculty members do not plagiarize the work of students. When faculty members and
students work together, appropriate credit is given to the students. Faculty members do not limit or curtail
the right of any student to publish or otherwise communicate the result of the student's own independent
scholarly activities.
2.3.1.6 Solicitations. Faculty members do not use their positions and authority to obtain uncompensated
labor or to solicit gifts or favors from students. Faculty members do not ask students to perform services
unrelated to legitimate requirements of a course unless the student is adequately compensated for such
services.
2.3.1.7 Confidentiality. Faculty members do not reveal matters told to them in confidence by students
except as required by law, and then only to persons entitled to such information by law or institutional
regulation. Faculty members may, however, report their assessment of a student's performance and
ability to persons logically and legitimately entitled to receive such reports.
2.3.1.8 Environment. Faculty members create and maintain environments in which students are provided
the opportunity to do original thinking, research, creative work, and writing.
2.3.1.9 Classroom Topics. Faculty members avoid the misuse of the classroom by preempting substantial
portions of class time for the presentation of views on topics unrelated to the subject matter of the course.
Faculty members do not reward agreement or penalize disagreement with his or hertheir views on
controversial topics.
2.3.1.10 Harassment. Faculty members do not engage in the sexual harassment of students, or any other
forms of harassment prohibited by USU Policies (303 Affirmative Action/Equal Opportunity and 339
Sexual Misconduct in an Employment or Education Program or Activity and its sub-policies).
1.
2.3.1.11 Discrimination. Faculty members do not engage in discrimination against students (see
US Policy 303, Affirmative Action/Equal Opportunity).
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2.3.1.12 Respectful Conduct. Faculty members will not intimidate, humiliate or abuse students (for
definitions, see Policy 321, Respectful Workplace).
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2.3.2 Standards of Conduct – Professional Obligations
2.3.2.1 Plagiarizing. Faculty members do not plagiarize nor do they permit the appearance that they are
the author of work done by others.
2.3.2.2 Falsification. Faculty members do not falsify data either by deliberate fabrication or selective
reporting with the intent to deceive.
2.3.2.3 Misappropriation. Faculty members do not misappropriate other’s ideas.
2.3.2.4 Confidentiality. Faculty members do not misuse privileged or otherwise confidential information.
2.3.2.5 Research Efforts. Faculty members exercise R"reasonable Ccare" (pPolicy 403.3.5, Definition of
Reasonable Care) in meeting their obligations to their associates when they are engaged in joint research
or other professional effort.
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2.3.2.6 Personal Gain. Faculty members do not exploit their positions for personal or pecuniary gain when
supervising the professional work of others. Research for pecuniary return should be conditional upon
disclosure to and consent of the vice president for research and dean of the school of graduate studies.
2.3.2.7 Professional Commitments. Faculty members exercise R"reasonable Ccare" (pPolicy 403.2.3.5,
Definition of Reasonable Care) in meeting their commitments to the institution and to funding agencies
where appropriate in research, publication, or other professional endeavors.
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2.3.2.8 Field Developments. Faculty members keep informed and knowledgeable about developments in
their fields.
2.3.2.9 Harassment. Faculty members do not engage in the sexual harassment or any other form of
harassment prohibited by USU Policies 303, Affirmative Action/Equal Opportunity, andor Policy 339,
Sexual Misconduct in an Employment or Education Program or Activity and its sub-policies, of other
faculty members or any employee of the university. (policy 407.9).
2.3.2.10 Discrimination. Faculty members do not engage in discrimination against other faculty members
or any other employee of the university. (See USU Policy 303, Affirmative Action/Equal Opportunity.).
2.3.2.11 Respectful Workplace. Faculty members will not intimidate, humiliate, or abuse other faculty
members or any other employee of the university. (See USU Policy 321, Respectful Workplace.).
2.3.4 Standards of Conduct – Responsibilities of Citizenship
Faculty members share the general legal duties of citizenship. Faculty members who violate state or
federal law may expect no immunity or special protection by reason of faculty status. As with other
citizens, breaches of legal duty by faculty members are matters for disposition by the legal system. The
university will not commence disciplinary proceedings for violations of law unless such violations directly
relate to the university or adversely impact on the university's purposes and mission. The university
reserves the right to bring disciplinary proceedings against faculty members who are charged with
unlawful conduct which also constitutes a violation of a standard of conduct of this policy.

2.4 Procedures for Alternative Course Requirements due to Conflicts with Sincerely Held Core Belief
It is the student's obligation to determine, before the last day to submit a petition for late course drop
without penalty, when course requirements conflict with the student's sincerely held core beliefs. The
class should be dropped if a conflict exists. A student who finds this solution impractical may request an
alternative requirement from the instructor. Though the university provides, through this policy, a process
by which a student may make such a request, the policy does not oblige the instructor to grant the
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request, except in those cases when a denial would be arbitrary and capricious or illegal. A request for an
alternative requirement must be made to the instructor in writing or email, and the student must deliver a
copy of the request to the office of the department head. The request must articulate the burden the
requirement would place on the student's sincerely held core beliefs.
The instructor must respond to any request for an alternative requirement within two school days of
receiving it. The response must be made in writing and a copy must be delivered to the office of the
department head. In the event that the class does not meet on the day by which the instructor must
respond, the student must make arrangements to receive the response in a timely manner. Instructors
are not required to provide an alternative requirement, as long as the original course requirement has a
reasonable relationship to a legitimate pedagogical goal. They may do so only if a reasonable alternative
means of satisfying the course requirement is available and only if that alternative is fully appropriate for
meeting the academic objectives of the course, after considering (1) the fundamental importance of the
particular requirement to the legitimate pedagogical requirements of the course; (2) the burden on the
student's sincerely held core beliefs; and (3) the difficulty of administering the alternative requirement.
In considering whether or not to provide an alternative requirement, the instructor may evaluate the
sincerity but not the validity of the student's beliefs. If an instructor in a course provides an alternative
requirement, the instructor must similarly consider all other requests made during the same semester for
the same course for alternative requirements to address all students' sincerely held core beliefs.
Requests will be individually evaluated in relation to the same considerations; however, the granting of
one such request will not guarantee that all requests will be granted. Because the criteria and
requirements for granting requests will apply differently to each instructor and to each section of each
course, decisions made by an instructor in one course will not affect decisions by the same instructor in
other courses or by other instructors in the same or other courses.
If an instructor does not grant a request for an alternative requirement, the student may appeal that denial
in writing to the department head. (If the department head is the instructor of the course, the student may
appeal the denial to the academic dean of the college. If the dean is the instructor, the student may
appeal to the provost.) The department head (or dean or provost, as applicable) will, in consultation with
the faculty member, act within two school days. The department head (or dean or provost, as applicable)
will uphold the denial unless she or hethey finds that the denial was arbitrary and capricious or illegal. The
student may appeal the department head’s decision to the academic dean of the college. The academic
dean's determination shall will be final as it pertains to the specific request for an alternative requirement.
Faculty challenges to the appropriateness of this decision should follow established grievance procedures
(Policy 407.5, Grievances). The student may but is not required to participate in these further reviews.
If the faculty instructor disagrees with the dean's decision that the instructor's denial of the student's
request was arbitrary and capricious or illegal, the faculty instructor may not be compelled against their
his/her professional judgment to administer the requested alternative requirement for the student. If the
faculty instructor declines to administer the alternative requirement, it will be the responsibility of the dean
in consultation with the department head to design and administer the alternative requirement for the
student in order to satisfy the student's request. The dean (or dean's appropriate designee) will determine
the student's grade on that specific alternative requirement and will report that grade to the course
instructor, who will incorporate that grade for the requirement into the total grade for the course. The final
grade in the course will be determined by the faculty instructor and will be calculated in the same way as
the final grade is determined for all other students in the course.
A student in good standing may determine, after the last day to submit a petition for late course drop
without penalty, that a course requirement conflicts with the student's sincerely held core beliefs. If the
instructor has denied the student's written request for an alternative requirement, the student may seek
permission in writing from the dean to withdraw without receiving a W on theirhis/her transcript and to
receive a refund of tuition for that class. It is the student's responsibility to determine any effect
withdrawing from the course may have on the student's financial aid. In making this request the student
must demonstrate that theyhe or she could not have made this determination prior to the last day to drop
courses without penalty, or that the request was made prior to the last day to drop a course and a
decision was made after the drop date. The dean's determination shall will be final.
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Decisions on requests for alternative requirements shall will not be considered adversely to a faculty
member in retention, promotion and tenure, or other proceedings as long as those decisions are made in
good faith. Faculty shall will not take adverse academic action against students requesting alternative
requirements. Neither tThe academic college dean, campus dean, vice chancellor for academic affairsnor
the vice president for statewide campuses, nor the department head, shall will not take any adverse
action against an instructor based on his/herthe instructor’s decision to provide or not to provide an
alternative requirement for a student.

XXX.3 RESPONSIBILITIES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
3.1 Responsible Office/Party [Arial Narrow 12, color RGB 196-78-40]
Identify who is responsible for what with regard to this policy. Roles and responsibilities are best defined
by department and/or job title. [Arial 10]

XXX.4 REFERENCES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•
•

Bullet list references to Federal, State, municipal regulations, USHE/Board of Higher Education
policies. [Arial 10]
Continue list of references. [Arial 10]

XXX.5 RELATED USU POLICIES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•

Bullet list of related USU Policies. [Arial 10]

XXX.6 DEFINITIONS [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•

•
•

Reasonable Care. This term, which is familiar to the law, means that the level of performance
required of a faculty member is that which is recognized in the profession as reasonable in the light of
the obligations which he or shethe faculty member has assumed, competing demands upon his or
hertheir energy and time, nature and quality of his or her their work, and all other circumstances
which the academic community would properly take into account in determining whether the faculty
memberhe or she was discharging his or hertheir responsibilities at an acceptable level.
Definition. [Arial 10, word to be defined bold, definition not bold]
List in alphabetical order.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
(List resources to aid in compliance or indicate “None.”) [Arial Narrow 10]

Procedures [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to procedures. [Arial 10]
Hyperlinks to procedures.

Guidance [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to guidance. [Arial 10]
Hyperlinks to guidance.

Related Forms and Tools [Arial Narrow 12, color RGB 196-78-40]
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Hyperlinks to forms and tools. [Arial 10]
Hyperlinks to forms and tools.

Contacts [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to contacts. [Arial 10]
Hyperlinks to contacts.

POLICY HISTORY [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
Original issue date: YYYY/MM/DD [Arial 10]
Last review date: YYYY/MM/DD [Arial 10]
Next scheduled review date: YYYY/MM/DD [Arial 10]
Previous revision dates: YYYY/MM/DD, YYYY/MM/DD [Arial 10]
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University Policy 403: Academic Freedom and Professional Responsibility
Category: Faculty Policies (Faculty Code)
Subcategory: None
Covered Individuals: University Faculty
Responsible Executive: Provost
Policy Custodian: Chair of Professional Responsibilities and Procedures Committee
Last Revised: Date of Latest Revision YYYY/MM/DD [Arial Narrow 12] (this date is the approved policy
date of the new policy/revision being submitted, to be determined by the final step in workflow)
Previous USU Policy Number: 403

403.1 PURPOSE AND SCOPE
This policy defines principles of academic freedom, enumerates professional obligations and citizenship
responsibilities, details standards of conduct for faculty to the institution and to students.

403.2 POLICY
2.1 Introduction
The university is operated for the common good which depends upon the free search for truth and its free
exposition. Academic freedom is essential to these purposes and applies to teaching, research, and
service. (See Policy 401.8.1.1, American Association of University Professors Joint Statement, regarding
provisions which are the same or similar to certain statements of the American Association of University
Professors).
The university is a community dedicated, through promulgation of thought, truth, and understanding, to
teaching, research, and service. It must therefore, be a place where innovative ideas, original
experiments, creative activities, and independence of thought are not merely tolerated but actively
encouraged. Thought and understanding flourish only in a climate of academic freedom and integrity,
expressed collectively by colleges and departments as well as individually through research and teaching
and as they exist within the wider context of advanced study as commonly understood by all universities.
The community also values diversity and respect, without which there can be no collegiality among faculty
and students. In addition, the university community values individual rights and freedoms, including the
right of each community member to adhere to individual systems of conscience, religion, and ethics.
Finally, the university recognizes that with all rights come responsibilities.
Because the pursuit of truth is fundamentally a personal enterprise, a statement of faculty responsibility
must be strongly anchored to principles of intellectual freedom and personal autonomy. While faculty
must abide by standards of professional responsibility, the university must provide and safeguard a
climate of intellectual freedom. Relationships within the university should consist of shared confidence,
mutual loyalty, and trust. Dealings should be conducted with courtesy, civility, decency, and a concern for
personal dignity. Such an atmosphere can be achieved only when all concerned behave responsibly.
While the right of academic freedom is respected, the exercise of the right cannot be through disruptive
actions or physical force. The university works to uphold its collective values by fostering free speech,
broadening fields of inquiry, and encouraging the generation of new knowledge that challenges, shapes,
and enriches our collective and individual understandings.
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2.2 Academic Freedom
Academic freedom is the right to teach, study, discuss, investigate, discover, create, and publish freely.
Academic freedom protects the rights of faculty members in teaching and of students in learning.
Freedom in research is fundamental to the advancement of truth. The faculty member is entitled to full
freedom in teaching, research, and creative activities, subject to the limitations imposed by professional
responsibility.
2.2.2 Freedom and Responsibilities of the University
Subject to the power and authority of the Board of Regents to control, manage, and supervise the Utah
System of Higher Education, and Utah State University as a member institution, the university has the
freedom to pursue its ends without interference from government. Included therein are the four essential
freedoms of the university to determine for itself on academic grounds: (1) who may teach; (2) what may
be taught; (3) how it will be taught; and (4) who may be admitted to study. Consistent with principles of
academic freedom, the faculty, individually and collectively, has the responsibility for determining the
content of the curriculum.
The university consists of many components all of which support the interactive, collegial enterprise that
exists in the quest for knowledge and its transmittal. The university has the general responsibility to
protect the academic freedom of every faculty member and the freedom of every student to learn. The
university itself will not violate the academic freedom of any faculty member or the freedom of any student
to learn and will use its powers and resources to defend its faculty and students from unjustified attempts
to compromise or restrict those freedoms, even should the exercise of those freedoms generate hostility.
2.2.3 Freedom and Course Requirements
Students are expected to take courses that will challenge them intellectually and personally. Students
must understand and be able to articulate the ideas and theories that are important to the discourse
within and among academic disciplines. Personal disagreement with these ideas and theories or their
implications is not sufficient grounds for requesting an alternative course requirement. Alternative
requirements requested on such grounds will not necessarily be granted. The university recognizes that
students' sincerely held core beliefs may make it difficult for students to fulfill some requirements of some
courses or majors (Policy 403.4, Procedures for Alternative Course Requirements due to Conflicts with
Sincerely Held Core Beliefs). The university assumes no obligation to ensure that all students will be able
to complete any course or major.
2.2.4 Violations of Academic Freedom or Standards and Regulations
Persons having a formal association with the university will not be involved in acts which violate the
academic freedom or constitutional rights of others or the standards and regulations of the university or
the State Board of Regents.

2.3 Professional Responsibility and Standards of Conduct
The concept of academic freedom is accompanied by an equally demanding concept of professional
responsibility. The standards for professional responsibility listed in the following subsections are
standards to which faculty members are expected to adhere. University faculty members are citizens,
members of learned professions, and officers of an educational institution. When speaking or writing as
citizens, faculty members are free from institutional censorship or discipline, but their special position in
the community imposes special obligations. As individuals of learning and as educational officers, they
should understand that the public may judge their profession and their institution by their individual
utterances. Hence, they should at all times strive to be accurate, exercise appropriate restraint, show
respect for the opinions of others, and make every effort to indicate that they are not speaking for the
institution.
2.3.1 Standards of Conduct – Faculty Responsibilities to Students
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2.3.1.1 Preparation. Faculty members engage in reasonable and substantial preparation for the teaching
of their courses, appropriate to the educational objectives to be achieved and consistent with the
standards of the discipline.
2.3.1.2 Scheduled Classes. Faculty members meet scheduled classes. Schedules are altered or classes
canceled only for valid reasons and only after adequate notice is given to students and the faculty
member’s direct academic supervisor. Failure to meet a class without prior notice to students is excusable
only for reasons beyond the control of the faculty member.
2.3.1.3 Course Requirements. Faculty members will select course requirements based on the legitimate
pedagogical goals of the course and discipline and inform students of the general content and evaluation
criteria in the syllabus or comparable documentation at the beginning of any course they teach. Faculty
members evaluate student course work promptly, conscientiously, without prejudice or favoritism, and
consistently with the criteria stated at the beginning of the course in the course documentation and
related to the legitimate pedagogical goals of the course. The documentation for the course should
identify, to the extent possible, the writings, lectures, films, presentations, performances, or other course
requirements in sufficient detail to allow the student to identify requirements that may conflict with the
student's sincerely held core beliefs. Faculty will not always be able to predict in advance requirements
that may conflict with the sincerely held core beliefs of a given student or group of students. If conflicts
arise, Policy 403.4, Procedures for Alternative Course Requirements due to Conflicts with Sincerely Held
Core Beliefs, provides guidance to students and faculty for the resolution of conflicts.
2.3.1.4 Office Hours. Faculty members with teaching responsibilities maintain regular office hours for
consultation with students, or they otherwise assure accessibility to students.
2.3.1.5 Plagiarizing. Faculty members do not plagiarize the work of students. When faculty members and
students work together, appropriate credit is given to the students. Faculty members do not limit or curtail
the right of any student to publish or otherwise communicate the result of the student's own independent
scholarly activities.
2.3.1.6 Solicitations. Faculty members do not use their positions and authority to obtain uncompensated
labor or to solicit gifts or favors from students. Faculty members do not ask students to perform services
unrelated to legitimate requirements of a course unless the student is adequately compensated for such
services.
2.3.1.7 Confidentiality. Faculty members do not reveal matters told to them in confidence by students
except as required by law, and then only to persons entitled to such information by law or institutional
regulation. Faculty members may, however, report their assessment of a student's performance and
ability to persons logically and legitimately entitled to receive such reports.
2.3.1.8 Environment. Faculty members create and maintain environments in which students are provided
the opportunity to do original thinking, research, creative work, and writing.
2.3.1.9 Classroom Topics. Faculty members avoid the misuse of the classroom by preempting substantial
portions of class time for the presentation of views on topics unrelated to the subject matter of the course.
Faculty members do not reward agreement or penalize disagreement with their views on controversial
topics.
2.3.1.10 Harassment. Faculty members do not engage in the sexual harassment of students, or any other
forms of harassment prohibited by USU Policies (303 Affirmative Action/Equal Opportunity and 339
Sexual Misconduct in an Employment or Education Program or Activity and its sub-policies).
2.3.1.11 Discrimination. Faculty members do not engage in discrimination against students (Policy 303,
Affirmative Action/Equal Opportunity).
2.3.1.12 Respectful Conduct. Faculty members will not intimidate, humiliate or abuse students (for
definitions, see Policy 321, Respectful Workplace).
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2.3.2 Standards of Conduct – Professional Obligations
2.3.2.1 Plagiarizing. Faculty members do not plagiarize nor do they permit the appearance that they are
the author of work done by others.
2.3.2.2 Falsification. Faculty members do not falsify data either by deliberate fabrication or selective
reporting with the intent to deceive.
2.3.2.3 Misappropriation. Faculty members do not misappropriate other’s ideas.
2.3.2.4 Confidentiality. Faculty members do not misuse privileged or otherwise confidential information.
2.3.2.5 Research Efforts. Faculty members exercise Reasonable Care in meeting their obligations to their
associates when they are engaged in joint research or other professional effort.
2.3.2.6 Personal Gain. Faculty members do not exploit their positions for personal or pecuniary gain when
supervising the professional work of others. Research for pecuniary return should be conditional upon
disclosure to and consent of the vice president for research and dean of the school of graduate studies.
2.3.2.7 Professional Commitments. Faculty members exercise Reasonable Care in meeting their
commitments to the institution and to funding agencies where appropriate in research, publication, or
other professional endeavors.
2.3.2.8 Field Developments. Faculty members keep informed and knowledgeable about developments in
their fields.
2.3.2.9 Harassment. Faculty members do not engage in the sexual harassment or any other form of
harassment prohibited by USU Policies 303, Affirmative Action/Equal Opportunity, or Policy 339, Sexual
Misconduct in an Employment or Education Program or Activity and its sub-policies, of other faculty
members or any employee of the university.
2.3.2.10 Discrimination. Faculty members do not engage in discrimination against other faculty members
or any other employee of the university. (Policy 303, Affirmative Action/Equal Opportunity).
2.3.2.11 Respectful Workplace. Faculty members will not intimidate, humiliate, or abuse other faculty
members or any other employee of the university. (Policy 321, Respectful Workplace).
2.3.4 Standards of Conduct – Responsibilities of Citizenship
Faculty members share the general legal duties of citizenship. Faculty members who violate state or
federal law may expect no immunity or special protection by reason of faculty status. As with other
citizens, breaches of legal duty by faculty members are matters for disposition by the legal system. The
university will not commence disciplinary proceedings for violations of law unless such violations directly
relate to the university or adversely impact on the university's purposes and mission. The university
reserves the right to bring disciplinary proceedings against faculty members who are charged with
unlawful conduct which also constitutes a violation of a standard of conduct of this policy.

2.4 Procedures for Alternative Course Requirements due to Conflicts with Sincerely Held Core Belief
It is the student's obligation to determine, before the last day to submit a petition for late course drop
without penalty, when course requirements conflict with the student's sincerely held core beliefs. The
class should be dropped if a conflict exists. A student who finds this solution impractical may request an
alternative requirement from the instructor. Though the university provides, through this policy, a process
by which a student may make such a request, the policy does not oblige the instructor to grant the
request, except in those cases when a denial would be arbitrary and capricious or illegal. A request for an
alternative requirement must be made to the instructor in writing or email, and the student must deliver a
copy of the request to the office of the department head. The request must articulate the burden the
requirement would place on the student's sincerely held core beliefs.
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The instructor must respond to any request for an alternative requirement within two school days of
receiving it. The response must be made in writing and a copy must be delivered to the office of the
department head. In the event that the class does not meet on the day by which the instructor must
respond, the student must make arrangements to receive the response in a timely manner. Instructors
are not required to provide an alternative requirement, as long as the original course requirement has a
reasonable relationship to a legitimate pedagogical goal. They may do so only if a reasonable alternative
means of satisfying the course requirement is available and only if that alternative is fully appropriate for
meeting the academic objectives of the course, after considering (1) the fundamental importance of the
particular requirement to the legitimate pedagogical requirements of the course; (2) the burden on the
student's sincerely held core beliefs; and (3) the difficulty of administering the alternative requirement.
In considering whether or not to provide an alternative requirement, the instructor may evaluate the
sincerity but not the validity of the student's beliefs. If an instructor in a course provides an alternative
requirement, the instructor must similarly consider all other requests made during the same semester for
the same course for alternative requirements to address all students' sincerely held core beliefs.
Requests will be individually evaluated in relation to the same considerations; however, the granting of
one such request will not guarantee that all requests will be granted. Because the criteria and
requirements for granting requests will apply differently to each instructor and to each section of each
course, decisions made by an instructor in one course will not affect decisions by the same instructor in
other courses or by other instructors in the same or other courses.
If an instructor does not grant a request for an alternative requirement, the student may appeal that denial
in writing to the department head. (If the department head is the instructor of the course, the student may
appeal the denial to the academic dean of the college. If the dean is the instructor, the student may
appeal to the provost.) The department head (or dean or provost, as applicable) will, in consultation with
the faculty member, act within two school days. The department head (or dean or provost, as applicable)
will uphold the denial unless they find that the denial was arbitrary and capricious or illegal. The student
may appeal the department head’s decision to the academic dean of the college. The academic dean's
determination will be final as it pertains to the specific request for an alternative requirement. Faculty
challenges to the appropriateness of this decision should follow established grievance procedures (Policy
407.5, Grievances). The student may but is not required to participate in these further reviews.
If the faculty instructor disagrees with the dean's decision that the instructor's denial of the student's
request was arbitrary and capricious or illegal, the faculty instructor may not be compelled against their
professional judgment to administer the requested alternative requirement for the student. If the faculty
instructor declines to administer the alternative requirement, it will be the responsibility of the dean in
consultation with the department head to design and administer the alternative requirement for the
student in order to satisfy the student's request. The dean (or dean's appropriate designee) will determine
the student's grade on that specific alternative requirement and will report that grade to the course
instructor, who will incorporate that grade for the requirement into the total grade for the course. The final
grade in the course will be determined by the faculty instructor and will be calculated in the same way as
the final grade is determined for all other students in the course.
A student in good standing may determine, after the last day to submit a petition for late course drop
without penalty, that a course requirement conflicts with the student's sincerely held core beliefs. If the
instructor has denied the student's written request for an alternative requirement, the student may seek
permission in writing from the dean to withdraw without receiving a W on their transcript and to receive a
refund of tuition for that class. It is the student's responsibility to determine any effect withdrawing from
the course may have on the student's financial aid. In making this request the student must demonstrate
that they could not have made this determination prior to the last day to drop courses without penalty, or
that the request was made prior to the last day to drop a course and a decision was made after the drop
date. The dean's determination will be final.
Decisions on requests for alternative requirements will not be considered adversely to a faculty member
in retention, promotion and tenure, or other proceedings as long as those decisions are made in good
faith. Faculty will not take adverse academic action against students requesting alternative requirements.
Neither the academic college dean, nor the vice president for statewide campuses, nor the department
head, will take any adverse action against an instructor based on the instructor’s decision to provide or
not to provide an alternative requirement for a student.
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XXX.3 RESPONSIBILITIES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
3.1 Responsible Office/Party [Arial Narrow 12, color RGB 196-78-40]
Identify who is responsible for what with regard to this policy. Roles and responsibilities are best defined
by department and/or job title. [Arial 10]

XXX.4 REFERENCES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•
•

Bullet list references to Federal, State, municipal regulations, USHE/Board of Higher Education
policies. [Arial 10]
Continue list of references. [Arial 10]

XXX.5 RELATED USU POLICIES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•

Bullet list of related USU Policies. [Arial 10]

XXX.6 DEFINITIONS [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
•

Reasonable Care. This term, which is familiar to the law, means that the level of performance
required of a faculty member is that which is recognized in the profession as reasonable in the light of
the obligations which the faculty member has assumed, competing demands upon their energy and
time, nature and quality of their work, and all other circumstances which the academic community
would properly take into account in determining whether the faculty member was discharging their
responsibilities at an acceptable level.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for
readers/users and may be changed at any time by persons authorized by the president.

RESOURCES [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
(List resources to aid in compliance or indicate “None.”) [Arial Narrow 10]

Procedures [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to procedures. [Arial 10]
Hyperlinks to procedures.

Guidance [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to guidance. [Arial 10]
Hyperlinks to guidance.

Related Forms and Tools [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to forms and tools. [Arial 10]
Hyperlinks to forms and tools.

Contacts [Arial Narrow 12, color RGB 196-78-40]
•
•

Hyperlinks to contacts. [Arial 10]
Hyperlinks to contacts.

POLICY HISTORY [Arial Narrow 13, bold, blue RGB 0-38-58, all caps]
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Original issue date: YYYY/MM/DD [Arial 10]
Last review date: YYYY/MM/DD [Arial 10]
Next scheduled review date: YYYY/MM/DD [Arial 10]
Previous revision dates: YYYY/MM/DD, YYYY/MM/DD [Arial 10]
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The Center for Innovative Design & Instruction (CIDI) collaborates closely with the Office of

Empowering Teaching Excellence (ETE) to support and promote USU’s culture of teaching excellence.
The following data provides a snapshot of engagement in CIDI & ETE events, services, and programs
participation from Fall 2021 through Summer 2022.

New Faculty Orientation & Foundations, ETE Conference
•
•

NFO & Foundations Attendees: ~90

Conference Faculty/Staff/Graduate Student Presenters: 77, Total Attendees: ~375

ETE Seminars, Learning Circles & eLearnX
•

Seminars: 3 sessions

Learning Circles: 28 groups eLearnX: 26 participants

Journal on Empowering Teaching Excellence (ISSN: 2644-2132)
•
•
•
•

Now in Pressbooks directory, in addition to DigitalCommons.

New issues: 3

- Total Issues: 12 - Articles: 90

Past year downloads: ~11,181 -

Total downloads: ~47,316

Countries: 182 - Institutions: 3,580

ETE 10
•
•

Badges Earned in Past Year: 828 → 3,433, across 479 participants
o

Plan Your Pathways: 71

o

2021-2022 - Teaching Scholar: 17 Master Teacher: 11

Total Certificates Earned
o

Since 2016 - Teaching Scholar: 84 Master Teacher: 38

Culture of Teaching Excellence
•
•
•

ACUE Nationally Certified in Online Teaching: 29

ETE Scholar Awards – Scholarship of Teaching & Learning: 7

Explore How we Teach – Published ebook in collaboration with the Library

CIDI Services
•
•

On-Demand Support: Phone, chat, email, & drop-in, M-F 8am-6pm with 24x7 Canvas option

Consultation and Course Development: Faculty scheduled 400 consultations last year via CIDI’s
website. Many more consultations were scheduled via email or phone.

•

Training: 62 workshops are available on the Fall workshop schedule. Department-specific

•

Online resources: Teach.usu.edu is a hub for information on all things teaching.

•

workshops are available. 144 unique faculty registered for workshops last year.

Quality Assurance: 440 fully online classes reviewed for quality assurance.
teach.usu.edu

•

Accessibility: 7,900 inaccessible files converted to Canvas pages, impacting 479 courses.

~65,000 images made accessible across 900 courses. 8,232 videos captioned (2,892 hours).

CIDI Support by Category

How are issues reaching CIDI?

Leading “Daily Task” Keywords

